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This book has been prepared for Chinese young 
men who have entered upon a business career and can 
no longer attend a school. 

It opens with treatises on composition, capitaliza- 
tion, punctuation, directions, materials, etc., which are 
accompanied by Chinese translation. It is hoped that 
between the English and Chinese, no student will 
experience any difficulty in arriving at the correct 
meaning. Model letters are not translated but notes 
are appended in Chinese to explain such idiomatic 
expressions as are thought to be beyond the apprehension 
of a young student of English. To him, Rules for 
Correct Construction of Sentences, Words Often Misused, 
and Sentences Suitable for Letters, which are among the 
appendices, may also prove of help. 

In this connection, acknowledgment is made of the 
material aid that has been received from Mr. Fong F. 
Sec and other friends. 

h. 

March 1910. 
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CHAPTER I 

General Introduction 

With increased facilities for communication, most 
of the world's business to-day is done through cor- 
respondence, and usage has developed a phraseology 
which is peculiar to this kind of writing. This phrase- 
ology or commercial language is, nevertheless, subject 
to the recognized rules which govern the correct use of 
the English language. Familiarity with these rules 
and a constructive command of English, constitute the 
first requisite of a correspondent. To be able to write 
an English letter well is undoubtedly the desire of many 
Chinese students of English. The only path to reach 
this goal, however, is through grammar — a short cut 
does not exist. Before taking up the subject of letter- 
writing, therefore, let us consider a few of the more 
important rules of English grammar. 

Sentences 

A sentence is a combination of words making a 
complete sense. The most essential parts of a sentence 
are its subject and predicate. 

With respect to the manner of construction, sen- 
tences may be divided into three kinds; viz.; Simple, 
Complex, and Compound. 

A simple sentence consists of a single independent 
proposition. A complex sentence is composed of one 
principal and one or more subordinate clauses. Each 
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subordinate clause has its own subject and predicate but 
does not make a complete sense if taken apart from the 
principal clause. Subordinate clauses are modifiers 
either adjective, or adverbial, qualifying words contained 
in the principal, or another subordinate clause. 

A compound sentence consists of two or more 
simple or complex sentences, linked together by a con- 
junction. The co-ordinate sentences composing a 
compound sentence are called members. 

Paragraph 

A paragraph is a combination of sentences dealing 
with the same topic, arranged in the grammatical order. 
It is to a sentence as the latter is to a word. Good taste 
requires that sentences in a paragraph, as far as possible, 
should vary in length and in the manner of construction. 
As the form of a sentence can be readily changed with- 
out affecting the meaning, this can easily be accom- 
plished. 

As a rule, the opening sentence, giving utterance 
to the leading thought and introducing the subject of ' 
the paragraph, should be short and simple. Once the 
subject is introduced, let the succeeding sentences follow 
the line of thought in their logical order. Dislocation 
and digression should be avoided. A long sentence 
summing up the views already expressed is most 
appropriate for the closing up of the paragraph. 

To maintain consecutiveness, words such as there- 
fore, hence, consequently, moreover, thus, however, 
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besides, at the same time, etc., are used to a great extent. 
Their use, however, is not compulsory, especially in 
cases where there is a natural connection between sen- 
tences without the aid of any of them. 

Punctuation 

Punctuation is the skilful insertion of certain points 
between words and sentences so as to enable the reader 
more clearly to understand the meaning. Its importance 
cannot be exaggerated, for it is often the only means of 
preventing misunderstanding. It is related that the 
enrolling clerk of the United States' Congress once in 
copying a bill admitting ' ' all foreign fruit-plants' ' free 
of duty, omitted the hyphen between the words "fruit" 
and "plant" but inserted a comma in its place. As a 
consequence, all foreign fruits and plants instead of 
fruit-plants were, for a year after the bill became effec- 
tive, admitted free. In this case, the misuse of a little 
comma meant the loss of thousands of dollars to the 
United States' Treasury. 

The Punctuation marks in use are : 

I. The Comma (,) 7. The Brackets ([] ) 

a. The Period (.) 8. The Parenthesis (() ) 

3. The Semicolon ( ;) 9. The Dash '—) 

4. The Colon (:) 10. The Quotation Marks (" ") 

5. The Interrogation Mark (?) 11. The Apostrophe (') 

6. The Exclamation Mark (!) 12. The Ditto (,,)• 

How to use a Comma 
1. A comma is used to separate the short members 
of a compound sentence when they are connected by 
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conjunctions; as "There was a sudden fall in the 
price of these securities yesterday, and buyers were, 
consequently, very wary. " 

2. A comma is used to separate the clauses of a 

complex sentence except where the connection is very 

clear, or when the qualifying clause or clauses are very 

short. 

The buyers were instructed to reserve their orders, prices were 
so very high. 

3. An inverted or transposed clause must be 

divided by a comma from the rest of the sentence. 

When you have completed the work, you may send in your 
account. 

4. Clauses, phrases, and words, which occur 

between other parts of a sentence and interrupt the 

connection must be separated by commas. 

The prices at which the goods have been supplied, as we have 
already remarked, were for prompt cash. 

5. Similar expressions in series must be separated 
by commas. 

He has been a good servant here; patient, sober, honest, and 
industrious. 

6. A complex subject of several pans, which 

require commas between them, or one ending with a 

verb, must be separated from its predicate by a comma. 

Ranges and groups of lofty mountains, deep valleys, through 
which run rapid streams, and numberless lakes, set in the midst of 
grand old forests, are the characteristics of this primitive region. 

7. Words taken in pairs have a comma after each 
pair. 
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By night or by day, at home or abroad, asleep or awake, he is 
a constant source of anxiety to his father. 

8. When a verb is omitted, to avoid repetition, a 

comma takes its place. 

Reading makes a full man ; confidence, a ready man ; and 
writing an exact man. 

9. Words or clauses denoting opposition of mean- 
ing, or contrast, must be separated by commas. 

Did he act wisely, or unwisely? 

10. An appositional phrase must be set off by 
commas from the word or words which it qualifies. 

Chang Tien Ho, the Captain of the ship, will wait upon you 
for instructions. 

11. Words or phrases used independently are set 
off by commas. 

To say the least, it is unfair. 

12. Commas should be placed after absolute 
phrases. 

The sun having set, we all went home. 

13. An equivalent word or expression introduced 
by or, and explanatory phrases, must be separated by 
commas. 

Double entry book keeping, or the art of recording business 
transactions in a systematic manner, was first employed by the 
Venetians. 

How to use a Period 

1. A period should be placed at the end of every 
sentence, other than an Interrogative or an Exclamatory. 
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2. A period should be placed at the end of every 
abbreviation. 

Note. — When a sentence ends with an abbreviation, one period 
suffices. 

Our usual rate of interest is 5 per cent. 

How to use a Semicolon 

1. Members of a compound sentence, especially 
when the conjunction is omitted, are set off by semi- 
colons. 

Our confidence in the success of this undertaking is not the idle 
dream of enthusiasts; it is founded on reason and based upon science. 

2. Semicolons are also used to separate successive 

clauses in a complex sentence, when such clauses have 

a common dependence. 

If we have stated our claim correctly ; if we have reasoned it out 
clearly; if we have proved our right to the remuneration we request, 
how can you withhold your rsmittance? 

How to use a Colon 

The colon is less used than formerly, its place being 
taken by the semicolon and the period. It, however, 
should be used at the end of the expressions, as follows, 
the following, these, these words, or parts containing 
these or their equivalents, when they introduce a series 
of particulars or a direct quotation. 
Our quotations are as follows :— 

How to use an Interrogation Mark 
The interrogation mark should be used after every 
sentence containing a direct question. 
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When several questions are grouped into one sen- 
tence, and the meaning is not complete until the last 
one is asked, use but one interrogation mark. 

How to use an Exclamation Mark 
An exclamation mark should be used after words 
or sentences which express an emotion. 

HOW TO USE THE BRACKETS 

The brackets are used to enclose an explanatory 

phrase or clause in such a way as not to interrupt the 

connection of the parts of the sentence. 

Enclosed please find draft, value one hundred dollars [JSioo] in 
payment of your account. 

How to use a Dash 
A dash is used to denote a change in the construc- 
tion or meaning of a sentence, an interruption, a 
hesitation, or words and clauses used parenthetically. 

HOW TO USE THE QUOTATION MARKS 

The quotation marks are used to denote the exact 
words quoted from another speaker or writer. 

A quotation within a quotation is denoted by single 
marks ('" '"). 

How to use the Apostrophe 
The apostrophe is used to denote the possessive case 
of a noun. Its other use is to denote the omission of a 
letter or letters ; as Pll for / will, IVs for it is and the 
like. These words should be used very sparingly in 
commercial correspondence. 
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How to use the Ditto 
The ditto is used to avoid repetition of a word or 
words which appear above. 

Capitalization 

The rules for using capitals are few and can be 
easily remembered. They are as follows : — 

Begin every paragraph with a capital letter. 

Begin every sentence with a capital letter. 

Begin each proper noun with a capital letter. 

Begin the words, North, South, East, West, and 
their compounds and abbreviations with capital letters, 
when geographically applied. 

Begin the names of the Deity and Heaven, or the 
pronouns used for the former, with a capital letter. 

Begin adjectives derived from proper nouns with 
capital letters, like Chinese, English, etc. 

Begin each line of poetry with a capital letter. 

Begin all titles of books with a capital letter. 

Begin the name of any historical event with a 
capital letter, like the Tai Ping Rebellion. 

Always capitalize the pronoun / and the interjec- 
tion O. 

Begin the names of the months, as June, December, 
etc., with a capital letter. 

Begin the names of the days of the week, as 
Monday, Tuesday, etc., with a capital letter. 

Note — It is not necessary to capitalize the words denoting the 
seasons of the year. 



GENERAL INTRODUCTION 9 

Begin the salutation, as Sir, Dear Sir, My dear Sir, 
etc., and the complimentary close, as Yours truly, 
Very truly yours, etc., with a capital letter. 

Note — Wfetu the phrase, My dear Sir, is used, the second word, 
dear, need not begin with a capital letter. 

No capital letter should ever appear in the middle 
of a word. 

Abbreviations 

Abbreviations in the English language are numerous. 
It is best to employ none in a formal letter. Usage, 
however, allows the use of the following : — 

1. Of titles attached to names ; as Rev., Dr., Mrs., 
Hon., Esq., M.D., U,.D., H.E., etc. 

2. Of chronological terms ; as Feb., Dec, Ap'l., 
etc. 

3. Of geographical names ; as U. S. A., Mich., N. 
Y., etc. 

4. Of titles of orders and societies ; as Y. M. C. A., 
etc. 

For List of Abbreviations employed in Commercial 
Correspondence, See Appendix A. 

Spelling 

Bad spelling is one of the worst faults of a corres- 
pondent and stamps him as a very careless man. To 
spell correctly is as important as to write well, for 
excellent composition onlv tends to make bad spelling 
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more conspicuous. When you are in doubt as to how a 
word should be spelled, consult a dictionary. Diction- 
aries are so cheap and accessible nowadays, there is no 
excuse whatsoever for letting a word go misspelled. 
The habit of consulting a dictionary should be cultivated 
at an early age. 
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CHAPTER II 

The Structure of a Letter 

A letter is composed of six parts ; the Heading, the 
Inside Address, the Salutation, the Body of the Letter, 
the Complimentary Close, and the Signature. 

The Heading 
The Heading denotes when and where the letter is 
written and should contain the writer's address in full 
and date. In friendly letters, the Heading is sometimes 
written at the end of the letter, below and to the left of 
the signature. 

The Inside Address 
The Inside Address should contain the name and 
address of the person to whom the letter is sent. Its 
proper place is on the left hand side of the paper just 
below the Heading. In friendly letters, especially when 
great intimacy exists between the writer and the corres- * 
pondent, this address is entirely omitted, but in busi- 
ness letters it is seldom omitted. In military and 
official communications it is written at the end of the 
letter, below and to the left of the signature. 

An unmarried woman should be addressed as Miss 
and a married woman, Mrs. Any title of her own may 
be employed in addition but not that of her husband. 

Correct ; Mrs. Geo. E- Oswald, Ph. D. 

Incorrect; Mrs. Governor Geo. E. Oswald. 
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A man should be addressed as Mr., Esquire, 01 by 
title, as Dr. , Prof. , The Rev. , The Hon. , etc. Mr. should 
be placed before the name and Esq. after it, but we should 
avoid the prefix and suffix at the same time. Thus, it 
is correct to address a man either as Mr. Hsu Lien Sen 
or Hsu Lien Sen, Esq., but to say Mr. Hsu Lien Sen, 
Esq., is wrong. Foreigners in the Bast prefer the word 
Esq. to Mr., and it is perhaps the safest way to 
Esquire all your foreign friends, be they tradespeople or 
no. The word Sir should be followed by the man's 
Christian name, and not his family name. Say Sir 
Robert, or Sir Robert Hart but not Sir Hart. 

Business firms are addressed as Messrs. When a 
name begins with "The," "Messrs." is not necessary. 
Thus; Messrs. Butterfield and Swire, but The Ameri- 
can Cable Company. 

The Salutation 
The salutation is a word or number of words, com- 
plimentary in character, placed below and to the right of 
the Inside Address. Various forms of salutations are 
now in use. Their employment is governed by the 
relation between the writer and the recipient of the 
letter, and, also, by the character of and the occasion 
for the communication. Madam, Ladies, Dear Madam, 
My dear Madam, Sir, Sirs, Dear Sir, My dear Sir, 
Gentlemen, are appropriate salutations in business 
letters. 

Note;— My dear Sir, Mv dear Madam, are more formal than 
Dear Sir, Dear Madam. In adressing a business house, it is better 
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to use Gentlemen in place of Dear Sirs, while in official communica- 
tions Sir, or Gentlemen, suffices. Madam is applicable to an 
unmarried as well as a married woman. The word dear when pre- 
ceded by another word is not capitalized. 

Dear Brother, Dear Uncle, My dear Friend, Dear 
Cousin Lien Yien, etc., are forms for familiar letters. 

In formal letters the salutation usually takes a 
colon and dash, while in friendly letters, a comma is 
preferred with or without dash. 

The Body of the I/Etter 

This is the most important part of a letter and 
contains all you desire to communicate to your friend # 
It should be legible,, clear' arid simple, with sentences 
grammatically constructed, carefully paragraphed and 
punctuated. 

The Complimentary Ceose 

The letter should end with a courteous and appro- 
priate phrase. Yours truly, Very truly yours, Respect- 
fully yours, Sincerely yours, Very sincerely yours, are 
appropriate in business letters. Of these, Yours truly 
is more formal than Yours sincerely. - The word Your 
or Yours should be used and no word in the compli- 
mentary close should be abbreviated. Respectfully yours 
should be used when special respect is intended. It is 
proper in writing to a high official of to a person much- 
older, than one's self. Your loving son, Yours cordially, 
Yours with love, Your sincere friend, As ever, Your, 
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friend, Affectionately yours, are forms in familiar or 
friendly letters. 

Note — The complimentary close must begin with a capital letter 
and be followed by a comma. It usually stands by itself on a line. 

The Signature 

Except in very familiar letters, the signature should 
be the one the writer habitually uses in signing a 
document. It is better to sign your name in full and to 
sign it legibly. Many persons cultivate the wretched 
habit of making the signature the most illegible part of 
a letter, using unusual forms and fantastic connections. 
There is no reason why a stranger should be put to the 
trouble of deciphering your name. 

The proper place for the signature is on the next 
line below the complimentary close and it should be so 
commenced as to make its centre appear under the last 
letter of the complimentary close above. It should be 
followed by a period. 

Example : Yours truly, 

Wang Tai Chang. 

If the writer be an unmarried woman, she should 
in writing to a stranger prefix the title Miss before her 
signature enclosed in parenthesis. Thus : 

Yours truly, 

(Miss) M. A. Hsia. 

In other words, a woman should not leave her 
correspondent in doubt whether she should be addressed 
as Miss or Mrs, The form of signing a letter as above 
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suggested is particularly advisable so far as a Chinese 
won. an is concerned, especially if she writes to a 
stranger, for no one can tell from a romanized Chinese 
name whether it is that of a man or a woman. 

The following diagram will illustrate the various 
parts of a. letter and their proper positions : 



a 



fl2„ 



6 2 



/.. 



a & a 2 denote the heading. 

68Z.62 ,, ,, inside address. 

c. is the salution. 

e. ,, ,, body of the letter. 

/. ,, ,, complimentary close. 

g. the signature. 
I. Write the place on the 1st line, a, near the upper right-hand 
cornel of the sheet and the date on the next line, at, commenc- 
ing a little to the right, as shown iu the diagram. 
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j. Commence the inside address at the place denoted by b. The 
name and title of the person addressed should appear on the first 
line and the address on the second line. 

3. Commence the salutation on the line next beneath the inside 
address, about one inch from the left side of the sheet. 

4. The body of the letter should be commenced nearly under the 
last letter of the salutation. 

5. Begin the complimentary close on the line next beneath the 
body of the letter, one half of the distance from the left to the 
right side of the page. 

6. The signature should be written on the next line to the compli- 
mentary close and should begin so as to finish near the right- 
hand edge of the page. 

Note. — It is customary to address the woman by the name she 
uses on her card. It is optional with the lady whether she uses 
her own name, as "Mrs. Helen E. King" or her husband's 
initials, as " Mrs. G. B. King." 

Superscription or Envelope Addressing 

The superscription is the address written on the 
envelope. The upper side of the envelope is that part 
containing the flap. Care should be taken to write the 
superscription with the same right side up. Never 
deviate from the approved manner of arrangement. 
This arrangement demands that the name and titles of 
the addressee should stand on one line, commencing a 
little to the left of the centre of the envelope. The 
street number or town, on a line beneath, should 
extend a little to the right of the name. The province, 
and country next below, should stand by itself still 
further to the right. If the letter is sent abroad, the 
name of the country should be added after the city 
or province. 

The postage stamp should always be placed in the 
upper right-hand corner. 
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All directions should be very fully and plainly 
written, and care should be taken to have the lines 
straight, "Experience and constant practice will enable 
a business man to write comparatively straight on the 
envelope without the aid of a line. To a beginner, 
a pencil line may be of great service. It should be 
erased before sending. 

It is, also, better to write the name of the writer in 
the upper left-hand corner. In fact, business houses 
have their names printed here. This is necessary in 
order that the post office may know where to return the 
letter in case of its non-delivery or in case it is not 
called for. It is customary to write ' ' Return in 10 or 

5 days to , " or " If not called for in ten days, 

return to " (Example 4), but. the mere address 

of the writer will suffice for ordinary purposes. 
Example 1. 





Stamp , 


TANG TIEN PO, Esq., 


11 Canton Road, 


SHANG 


HAI. 
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Stamp 


Miss SUNG- 1 XING, 

35 Hatamen St., 

Peking. 




If not called for in ten days return to 
James R. King, 

194 North Honan R'd, 
Shanghai. 



Messrs. JASEN McCLURE & Co., 

No. 74-78 Chestnut Street, 

CHICAGO, IUvS., 

U. S. A. 
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HIS EXCELLENCY WU TING-FANG, 

His Chinese Imperial Majesty's Envoy Extraordinary 
and Minister Plenipotentiary, 

WASHINGTON, D. C, 
U. S. A. 



If written in care of any one, the following may be 
the form : • 

w a m & #.. 



Rev. TSU KUANG CHI, 
*Care of H.E. Wang Ching Fong, 

HANKOW. 
84 Tai Ping Street. 



* The -words ' ' care of ' ' may be denoted by abbreviation; thus, c/o, 
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If sent by a third party, use the following form : — 









KAIIS. 








Dr. W. 


W. YEN, 

Chinese Legation, 


By 


kindness of * 
Mr. J. E. 


Wright 


WASHINGTON. 



* By favour of is also a correct phrase to use in similar eases^ 

If introducing a friend, the letter should not be": 
sealed, and the following may be the correct form : 

ft m m m & 



H.E. LIANG SHAO MING, • ; :: 

Waiwupu, 

Introducing PEKING; 

Dr. Chung Wen Wa. J-k 
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m *l & m 

mti&xmm&o (-)»«. (:=)it#«iBffi : 

ifc. (H) # IB, (P9) » *L 3E 3£ {2-5 l£ fft, (*) 1- £ 

ns w »#? » £&.» m ft # %2.&i±Rftmz i# 

ft& £$ «£Jta »jfc ^ci & fit £$JS * * x m 
& m Ht S.JGJ *»#**i*o«1fc]H:*r0f£$ * J'J 

%.B2.-k ^M B m Miss, E m B Mrs., £ *A 

t ffi ft *fjj st- ^ x m m wl m m ±m *r m n Mrs. , 

Chang Ling Tong, Ph. D., jjjj ^ nf f$ $ Mrs. Governor 
Chang Ling Tong. 

$ =? tit B $ Mr., $ Esq., ff ± M Dr., ft ft ffc j| 
IB Prof., ft ft & ± The Rev. , ft ft fit t M The Hon. 
HS«XMr.^i $J £ f To Esq. *£ ;.i JciJ £ $ - jg- ^ 
# & ffl.4n 5 * A £ » m £M m Mr. Hsu Lien Seng, 
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& Hsu Lien Seng, Esq. J% "BL 3g= 5; Mr. Hsu Lien 
Seng, Esq. , flij * £„$£ R JjC # I»t Ao£ £ A ffi £ Esq. , 

m*m am® Mr. a: n ^ a a ts„iK s± a Esq., 

sEsq., i@m *8t»Mr., n m a a<j * n- mR $b m 

k m sir 3UC -p jffi pg & £ a 2 tic «o* n ill? 

3t- JfcAl if- & ffi 3$ Sir Robert, * fft ® Sir Hart, # A 
3E ^ Mtf m Sir #„*! N 2 £ S *fc# £ * ttjf dK It 
£,M AHa*?K ±.fll *t & A Sir jR So* » 8 Sir 

Ste**»£«*;£ttte*iW s J*£»8ra«tt 

3£ £. IK M * ft Ml ft % So in Madam, Ladies, Dear 
Madam, My dear Madam, Sir, Sirs, Dear Sir, My dear 
Sir, Gentlemen $ % MM J8;2:W**f*L*& J (ft ft) 
My dear Sir, My dear Madam, it Dear Sir, Dear Madam 
± % jE *, J* IS H « *l ffl Dear Sirs * ft] ffl Gentlemen 
« ft S *,& » * M S 8 Jfl Sir,^ g ffi Gentlemen,* 
M Dear ^3=. Dear^ $ ffi $ H^ H'J *# »"£ 3 s ft 
Madam 4 s .. 5fc j» H B J* £ AoW # & ffi= Dear Brother, 
Dear Uncle, My dear Friend, Dear Cousin Lien Yien, 
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Mm » *L £ *JB SI ft W *£ 5K £o *1 Yours 
truly, Very truly Yours", Respectfully Yours, Very 
sincerely Yours, Sincerely Yours |p £§=, H J$ jjf* =■ iff ij: 
*L tffc 15: *? »f* iD Yours truly g£ Yours sincerely,, K&JE 
j&>m& * £ Your 31 Yours, f^^?f^±^il 
3* * fi R9 ffl ffl ¥ ^c Respectfully Yours - ^ & £ pg 

» 0> £ *. J8 £ ***« & S £ A £ S S4n Your 

loving son, Yours cordially, Yours with love, Yours 
sincere friend, As ever, Your friend, Affectionately Yours, 

bsjk m z. &m m m mM a ^ m m m % ft - n . 
j% a &£&«$ £ * a- ± ■# m m itm a £ & & 

A*f ft A ?1 fl!?ftftiSBA4«ff m^ %a m it 

mwffi&o*wMm2.&¥om%m&mm2.T- 

4t„ M #■ * 9 s 3* ft Ml IS 2. To 3 s Hi H m £ ft -Jj 8 j® 

S4C.**lT. Yours truly, 

Wong Tai Chang. 
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SfcoS^fclTo Yours truly, 

(Miss) M. A. Hsia. 
M W % m Mrf *D 3S m &o U ft U# M Miss R Mrs. ^ a 

#*S#*fifc*ftf£ »*£;»# «#•£■« ft « 

Mrs. j?jp a 2TO JM « -3R.5 fl'J % m, m ££ » A K * £ 
A^£*r£^0!l*#:B»*AffiK.fl**ii£A 

£ a *.». a hi & ft i$ sr m a it £ ^ jd Miss x 

Mrs. $¥.ft£&a.# ff ffi gf&SA. 

ftM^o ft»SS*A*f»ffifl:**&ifif;2: 

^SSHr^ + BoilBjKSB^fijfcW^aaf AS: 

X » - #h* £ « ¥ ^*n * Isl H JM £ # * £ B T. 

*t/ ft «e ie m a a £ a, a mm m,® m & * n a «. 

*A.#@ffl£ftj£;£*jK.fcoeifiiS^*f£S». 
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CHAPTER HI 

Directions 

A letter is a talk on paper. The rules for its 
mechanical construction are few. A thorough knowl- 
edge of the rules regarding the grammatical construc- 
tion of sentences, is, of course, a prime necessity. Strict 
attention should also be paid to the intricacies of the 
English orthography, the proper use of capitals and the 
correct insertion of the various punctuation marks. As 
these topics have been dealt with elsewhere, a few 
general suggestions will suffice here. 

Penmanship 
Good penmanship is one of the important quali- 
fications that go to make up an expert correspondent. 
It is true, the typewriter has largely superseded the pen. 
There are, however, certain kinds of letters, — notably 
Applications — which, according to the dictates of cus- 
tom, still remain outside the domain of the machine. 
The growing popularity of the machine, too, has tended 
to increase the necessity of writing a legible hand, for 
the eye that is accustomed to the graceful printiugs of 
a typewriter will not tolerate for a moment an illegible 
application. Besides, courtesy never asks your friend 
to spend much time in deciphering what you write. 
A graceful, legible hand is not a matter of natural gift ; 
it is the result of constant correct practice. Any one 
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can attain it if lie will. It is not only an accomplish- 
ment, but often the means of success in the commercial 
world. 

Style 

Next to clearness in handwriting comes the clear- 
ness in expression. An idea quite clear to the writer 
may not be so to his correspondent unless stated in 
precise terms. No one is able to know what you mean 
except by what you say. There are two foes to clear- 
ness, against which, the student should be constantly 
on his guard. They are ambiguity and obscurity. An 
ambiguity is a construction susceptible of more than 
one interpretation, and an obscurity is one entirely 
devoid of meaning. Any one of these is conducive to 
embarrassing and disastrous results. An obscure ex- 
pression will make it necessary for your correspondent 
to ask for an explanation, while an ambiguous one runs 
the risk of being understood in a way never intended 
by its author. These blunders can be avoided by the 
selection of precise words and by the judicious use 
of the punctuation marks. Do not use long words or 
sentences when simple ones will express the idea, and 
cut out all unnecessary words, phrases or clauses. If 
you are not sure that you have expressed your thought 
correctly, re-write your letter. It is better to take the 
trouble now than to write an explanatory note after- 
wards. 

Think well before you write ; have something to 
say and stop when you say it. Be more careful in writ- 
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ing than in talking. Anything you put down in black 
and write cannot be unwritten. Is there anything in 
your letter which you would blush to see printed ? Is 
there anything that you would not like to see go into a 
court of law as evidence against you ? Is there any 
.expression or sentence which is unbecoming of your 
dignity or which shows the least colour of disrespect 
and is not conducive to the best understanding between 
you and your friend? These questions you will do 
well to ask yourself before you send out the letter. 

Materials 

If one thinks that a letter may be written on any 
piece of paper he happens to lay his hands on, he is 
greatly mistaken. Paper is now manufactured of every 
size to suit every need. For official letters foolscap 
should be used. Friendship letters require the use of 
the four-page letter paper, which, in size, is about four- 
fifths the length of foolscap. Commercial letters are 
usually brief, and for this purpose single commercial 
sheet is used. These are written on one side only so as 
to facilitate their filing in a book. Note-paper is of the 
smallest size and is appropriate for invitations and other 
formal notes. 

Plain white unruled paper is always in good taste? 
Use paper of good quality with envelopes to match. 
Envelopes, like paper, are manufactured of different 
Sizes. As regards colour,- the white ones may be con- 
sidered as in much the best taste. The paper should be 
properly folded to suit the size of the envelope. As a 
rule a business letter sheet takes three folds. Turn the 
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sheet from the bottom to the top, bring the bottom edge 
of the sheet to within a quarter of an inch of the top 
edge, thus folding the sheet nearly in the centre. The 
sheet thus folded is then turned one-third from the right 
to the left, and one-third from the left to the right. 

Since a peculiar custom is in vogue in China which 
requires every message of condolence to be written on 
mourning paper, it is perhaps proper to remind our 
students here that this formality is not required in 
writing an English letter. 

Black ink — and no other — should be used. Copying 
ink is used in writing letters of which one desires to 
retain a press copy. Never write with a pencil. 

Other Suggestions 

Never use a half sheet of paper for a formal letter. 

Never put an important message in the form of a 
postscript. 

Never send a letter, unless free from blots, erasures 
and interlineations. Copy the letter over, if necessary. 

Never write a letter when angry or excited. I,et 
the matter rest a while, and always let a cold head dic- 
tate the language. 

^ Enclose a stamp or a stamped envelope for reply 
when the information sought is of more interest or 
benefit to yourself than your correspondent. 

In writing a brief note, care should be taken to 
commence it sufficiently far from the top of the page to 
give a nearly equal amount of blank paper at the bottom 
of the sheet, when the letter is endedi When the matter 
continues beyond the first page, it is well to commence 
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a little above the middle of the sheet, extending as far 
as necessary on the other page. It is not considered 
good form to extend the complimentary close and sig- 
nature alone to the next page. Succeeding sheets should 
be properly paged, and, in business correspondence, it is 
customary to write the name of the person addressed on 
all the subsequent pages. (Mr. A. B. Wright, page 2). 

A uniform margin must be kept at the left-hand 
side of the letter, the width of the margin being a matter 
largely regulated by the size of the letter used. While 
no uniform margin is possible at the right hand side, 
care should be taken to extend each line as far as 
possible, to the. same spot. To secure this end, long 
words, words of more than one syllable, are sometimes 
divided at the end of a line. But never divide a syllable. 
Be sure that the word is divisible, before you divide it. 
This can be done by reference to a dictionary in all 
doubtful cases. 

All letters requiring a reply should be answered 
without unnecessary delay. Study carefully all the 
points given in the letter received and answer them in 
the order they have been given. Always mention the 
date of the letter you have received and if it has a 
number of other reference devices, as is commonly the 
case with official or commercial letters, mention should 
be made of them as well as the date. An enclosure 
sent should be enumerated and that received, acknowl- 
edged; if the enclosure be a draft, money order, or check, 
its value should be given in the letter. Any device 
that will attach an enclosure to the letter sent is 
advisable. 
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CHAPTER IV 

Introduction to Social and Business Letters 

We write letters either because we are prompted by 
some feeling of friendship or because we desire to have 
some things done. The obligation in the one case is 
strictly moral, while in the other purely business. 
Different motives are bound to produce different results, 
and, generally speaking, correspondence may be consid- 
ered under two distinct classes — Social and Business. 
Each class has its own style of diction and its own 
phraseology, governed to a large extent by the theme 
and occasion, and by the relation of the correspondents 
to each other. 

The term social letters comprehends all the missives 
that pass between friends and relatives. The object in a 
social letter is either to make known a courteous regard 
or to secure a stronger hold upon the good-will, respect, 
or friendship of some other person, hence a letter of this 
class is usually couched in familiar language. The 
proper style may be described as colloquial and free. 
Write as you would converse. Give all the news and go 
into all the little particulars as fully as you can. As a 
rule, the more frequent such letters, the more minute 
they are in giving particulars ; and the longer you make 
them the better. 

L,et the student keep up a continued correspondence 
with his friends. This kind of writing affords an 
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immense field for original display and feeds with fuel 
the fires of love and kind feeling, which are thus kept 
burning on the altar of the heart. 

Social letters may embrace formal notes and letters 
of friendship, and examples of each sub-division are 
given in this book. 

Business letters cover a wider range. They relate to 
one's commercial, financial, official and professional 
intercourse with the world at large. The three salient 
features of an ideal business letter are brevity, clearness 
and courtesy. Unlike a social letter, a business letter 
should be stated in as few words as possible. The sooner 
you come to the subject, the better. Remember your 
correspondent may not be at leisure. He has no time 
to study your letter to get out what you mean. Of 
course, you are not expected to offend him by being 
abrupt, but you must not overload him with personal 
feelings. By studying the phraseology peculiar to the 
different branches of • commercial pursuit, the student 
with a constructive mastery of English, can easily 
adapt himself to any task which may be in store for 
him. 

For the purposes of the present volume, a few of 
the sub-divisions of business letters which deserve special 
remarks by way of explanation, are given here. 

.Ordering Goods 

In ordering goods, state very explicitly the amount, 
kind, quality, colour, shape, size, etc., and on what terms 
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wanted. Also state the manner ycm desire to have the 
goods sent to you, whether by freight or express. Much 
inconvenience is experienced among business men 
because of a neglect on the part of the customer to 
designate explicitly what is wanted. 

Applications for Positions 

As there are always a number of applicants for a 
position, the fate of each applicant depends largely on 
the letter he sends and every one can see for himself the 
importance of writing his application correctly. 

Letters in reply to advertisements should be written 
immediately, or you may be too late. 

Paste the advertisement at the head of your letter 
or refer to it in an unmistakable manner. 

Do not give yourself undue praise or underrate your- 
self. Feel confident that you are equal to the position 
you apply for, State clearly but briefly your reference, 
experience and qualifications fitting you for the position, 
sending copies of testimonials if you have any. 

Write your application yourself, your baud- writing 
and the manner of expression being tLe test by which 
the advertiser judges you. 

Subject every part of your application to the closest 
scrutiny, and be sure it is correctly and cleanly written, 
free of grammatical errors and erasures and blots. 

Acknowledging Orders and Remittances 
Commercial letters should be acknowledged the day 
they are received. It is always a pleasure to a merchant 
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to. know that his order is received and that it is receiv- 
ing prompt attention. Why deny him this pleasure? 
Again, a man knows exactly the time his remittance is 
received and will not fail, to notice- the delay in its 
acknowledgment, even though such a delay be for a day 
or two. 

Letters Asking Favours 
It is hoped that you will not often be compelled to 
write a letter of this character. But when you find it 
necessary to write one, do not urge your claim too 
strongly; should you be refused, you will feel the more 
deeply humiliated. In conferring a favour, avoid con- 
veying the impression that the recipient is greatly under 
obligation to you, rather imply that the granting and 
accepting of the favour is mutually a pleasure. Letters 
refusing a favour should be kindly worded ; and while 
expressing your inability to comply with the request, 
state the reason why. 
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^a«sima^^.*iKi[MAcB'j^^rffi««i^^: 
sum 3s £ fc.w * $ £v# ta 3t si^i.*^ ft $ 



* £ »Cv£ * A 0? SUM ffif is) E g 



& i as # & 
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SOCIAL LETTERS 

No. 1 
From a boy in school to his brother 

Place, 

Date. 
My dear Brother 1 : — 

You see I can write an English letter. I 
hope you will let me write to you in English hereafter. 
I like to have a little practice once in a while. 

If you find any mistakes in this letter, will you 
kindly correct them and return it to me ? 

Your affectionate 2 brother, 8 
(Signature.)' 

1. jlfc Brother ffl &, ft # % ± % % ¥, ft M M M 1? * if. K I 
ibM £ Father, Mother, Sister, Friend ^,-g'MfflS't^fi- 
X®m%ffl5Lm 5L, 5Lffi%B%,3ti§k % B, JL % ffl m £ 
|3 Brother, Pp Elder Brother, Younger Brother. Sister ^ fjj[ 
He, 

2. Affectionate £ p @ & ft, ffe IS K H * & to IT ± 151, J* £ W 

ffl it % 1. ns ^ nr ;a it k m- 

3- IR *B 2. * #> /)! - fg %■ 

4. g * ± % $& m - ft n- 

No. 2 

From a boy in school asking his brother to find 
him a situation 

Place, 

Date. 
My dear Brother, 

Whang Yiu Seng, one of my classmates, 

has left school because his father has secured him a 
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position as shipping clerk. 1 I think you know many 
influential men and can get me a similar position. I 
am anxious to find some work to do. It has cost you 
and our father a good deal 2 of money to send me to 
school for the last four years, and I wish to take care* 
ef myself from now on,* if I can. 

Believe me, 

Yours affectionately,* 

(Signature.) 

I. /L 13 & m, as T nT X /B a & the gs. 

a. a good deal, a great deal ■§• tj" JJ •&. 

3. to take care ± T (g /fl #• & §£ of. 

4. from now on, d 4* J£l $:. 

5- j* ji ± w. m m m n m- m w *s affectionate & is sij ^, t m 

brother !£ JS * & £, ft JI] Your, jlfc f| £ g £ ® £, ft £ IS El 
^ SS iSIE !K ^>Bff % Your $ Yours, ^ & J& *I, "nT 451 FS W.M Youf 
sincere friend, Yours sincerely. 

No. 3 
Answer to the foregoing 

Place, 

Date. 
My dear Brother 1 , — 

I have received your letter of the 10th. I 
am surprised to hear that you contemplate leaving school 
before you complete your education. While I appreciate 
your willingness to work, I must point out to you that 
it is very foolish for you to talk of leaving school. 

You .have a very good opportunity to improve 
yourself, and, if you let the opportunity slip out of your 
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grasp, it will never come back. Many young men are 
anxious to get emyloyment before they complete their 
course, because they find it necessary. But it is not so 
with you. You have a father and a brother who will 
look after you. All you can do to please those who 
have taken an interest in you, will be to study hard. 
I trust I shall not receive another letter from you on 
this disagreeable subject. 

With love to you, 2 
I am, 

Your brother, 

(Signature. ) 

i. g m m My % & s *a ± to, & - ast to. as # Nf t- 'ht % $■ ft 
m & w # m b m e- 

2. JL ft * ;n ffl ft m ■#. # H /ill :S !£ *H>t B 3C jIT £ ft ft, 
« M W * St s5 £ .1; it.. 

No. 4 

Reply accepting' the advice 

Place, 

Date. 
My dear Brother, — 

I am in receipt of your letter of the 18th 
ultimo 1 and thank you very much for your good advice. 
I see the folly you have pointed out to me and will 
think of leaving school no more. 

Yours affectionately, 

(Signature.) 
I. Ultimo ± H to, |8 gE ft ult. 
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No. 5 

Requesting the loan of a book 

Place, 

Date. 
My clear ,' 

The day is so wet that I shall be obliged 
to stay indoors this evening. Would you be so good as 
to lend 2 me the book you spoke of 3 yesterday ? If so, 
please send it per bearer. 4 I shall return it not later 
than next Monday. 

Yours truly, 

(Signature. ) 

i. & Sfc ± A,M *ft # % £ If S &, # 1m Mr. Miss m •¥■ 

*• fp jlf A lend to, gftAB borrow from. % loan !£ fi= S ff 

pa, m s m lend, % a m ieud ^ % ±. 

3. -frj 1> H iS - «t US *8 ft £ which ^. 

4. per bearer » fif ft ffl, fll ig £ £ ?fc A SHH- 

NO. 6 

Answer favourable 

Place, 

Date. 
Dear 

As requested, 1 I send you herewith the 
book you want. 2 I hope you will enjoy its reading as 
I did. You can have it as long as you desire, for I am 
through with it. 5 

Yours truly, 

(Signature. ) 
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i. ait»ffl,W*3tftl* *,»»****« W.l!l»Mlaiii 
requested. 

3- & B 6S * -til- 

No. 7 
An unfavourable reply 

Place, 

Date. 
Dear 

I am sorry that Mr. L,ing, our mutual 
friend 1 , has taken the book this morning or I would 
have been but too pleased 2 to let you have it now. 
However, you can have it when it comes back. 
Yours truly, 

(Signature.) 

a. jHj 7b it M P M. & m &, 5* ffl * ± H, -81 £ 3* St. 

No. 8 

Requesting: the loan of an opera-glass 

Place, 

Date, 
Dear 

Accompanied by Cousin 1 and 

, 1 am going to the theatre to-night, and, 

in behalf of 3 my cousin, I wish you would lend me your 
opera-glass for the evening. 

Yours sincerely, 

(Signature.) 
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*• & ft f& 4* j«, 2fcftJL&tttt*B Cousin. X Cousin ^ ft * 
£ ffi, & ffl a ■£ ^ H. ^ S my cousin, Lien Li, JW cousin ^ 

a? in a 1? * «£ &■ 

2. in behalf of H on behalf of /|f jjij. ^ ■$£ on .behalf of my cousin, 
& -f^ my cousin fg-. jlfc 5£ i 11 behalf of my cousin, & <h ® my 
cousin Jft &. 

NO. 9 

Reply refusing the request 
Dear 

Ah Sing called and borrowed 1 my glass 
about an hour ago, otherwise I would take the greatest 
pleasure in granting your request. 

Wishing you a delightful evening, 2 
I remain, 

Yours sincerely, 8 
(Signature.) 
i. B JL % -tr ft lend m T. 

2. m jl sb =. m, n & ts is b- 

3. j£ 5 sincerely @t truly # E A %L $ St- 

NO. 10 

An invitation to dinner 
Place, 

Date. 
Dear Mr 

If not otherwise engaged 1 , would you give 
me the pleasure of your company to dinner, Tuesday 
evening next, the 15th instant, 8 at 7 o'clock, and we 
shall be very glad if you could 3 come. 

Yours sincerely, 

(Signature.) 
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t. if not otherwise engaged, ft] $8 }& #1 # &. 

2. * ^ ■&, 1$ « ffc Inst. 

3. could |% can £ jg ;£ JglJ, $ could #> # Jfl £§ present tense %, % 
& can n%1&2.mm If, could *g dffi Jg £ |$ # f , 

NO. 11 

Answer Accepting 

Place, 

Date. 

Dear Mr 

Many thanks 1 for your kind invitation to 

dinner at 7 o'clock Tuesday evening, the 15th instant, 
which I am pleased to accept. 

Yours sincerely, 

(Signature.) 
I. Many thanks, jm 5? thank you very much, |lj nj\ ^ 5* much 
thanks, m % £■ %, j4 IS $"tR, *& -PT 58 m- 

No. 12 
Answer Declining 

Place, 

Date. 

Dear Mr 

Thank you ever so much for your kind 
invitation to dinner next Tuesday. I regret very much 
that a previous engagement will prevent my accepting 
the same. 

Thanking you again for your kindness, and hoping 
you will have a very pleasant evening, 
I am, 

Yours truly, 

(Signature.) 
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No. 13 
An invitation to attend a Chinese theatre 

Place, 

Date. 
Dear Mr 

Would you do me the honour of accom- 
panying me to the New Theatre, in the Chinese Town, 
to-morrow evening, if the weather permits? l I shall be 
pleased to send a carriage to your door at 7 o'clock. 

Yours truly, 

(Signature.) 

i. * *l * % %, ii) m £ s & m j< a m -&• 

No. 14 
A note accompanying present 

Place, 

Date. 

Dear Mr 

Kindly permit me to send you the accom- 
panying 1 trifling present as a tokeu of 2 my regards. 8 

Your sincere friend, 

(Signature.) 

.i. mmm%±m- 

2. as a token of, £\ ^. 

3. my regards, $&, ft. 

NO. 15 

Same as foregoing 

Place, 

Date. 

Dear Mr 

This being the seventieth anniversary 1 of 

the birthday of your beloved mother, would you kindly 



56 A GUIDE TO LETTER WRITING 

present to her the accompanying silk, together with my 
best wishes for many happy returns of the day. 2 

Yours truly, 

(Signature.) 
I. — *£ — i£ ftl Jfl the seventieth birthday ft jfc J& ~X nf. 

No. 16 
Letter accepting a present 

Place, 

Date. 
My dear Friend, — 

Thank you for your kind letter of even 
date 1 and the handsome present that accompanies it. 

The fan is really unique, 2 but I treasure 3 it all the 
more because it comes from a friend like yourself. 

Yours very truly 4 , 

(Signature.) 

1. *H±B- 3. flt 3 IRA, :»B 2. it- 

2. *5. 4. mffii.tnwySH'S.frtiLAi.Bn. 

No. 17 
Letter enquiring after 1 the health of a friend 

Place, 

Date. 

Dear Mr 

I regret to hear that you have been con- 
fined in the hospital with typhoid fever 2 . Does your 
physician permit any one to see you at present ? I hope 
you are better now and will be completely convalescent* 
before long. 
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I send you a bundle of the latest Shanghai papers, 
which, I suppose, you would like to have read 5 to you. 

Yours sincerely, 

(Signature.) 

1. Enquire * ffe JTC |g£ IS?, H ffl after ^ S 4r S, •$ £ «■ j§t. J& - 
m =f Wi 8¥, ffi i| & # S 3? IS m $. *B 5 to enquire into, fj ^ 

m t «, * ra « ft * « a jb &• 

2. fSJE±;S. 

3. ijgft. 

4. IP if ft Jffi, * a Newspapers. 

5. A read £ if ft red, # <£ A si if n £ II ± &. 

NO. 18 

Letter concerning an accidental exchange of 
umbrellas. 

Place, 

Date. 
Dear 

Just after you left our house last evening, 
I discovered that your handsome umbrella was left in 
the rack, and that my old one was gone. I came to the 
conclusion that in the dim light of the hall 1 , you had 
taken the wrong one. 

Fearing that you might not be able to recall 2 
where, in the course 3 of a busy day, you had made 
the change, I hasten to tell you, and to assure you that 
your property is safe, and awaits 4 your convenience in 
calling or sending for it. 5 

Very truly yours, 

(Signature. ) 
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i- $ m # ± fS it. w a ft & m 3£ m ig, % a n * & m & » 
ar, «s ft & ±. * *i m & « *. # a * *> as a a n % m, 

2. & remember £ # M, f¥ & Ft ffll Hi S- 

3. 2 9. 

4. ffl wait, MiJTjBi JlJfor^ . 
o. itA&JR. 

No. 19 
Same as foregoing 

Place, 

Date. 

Dear Mr 

Did you know that your handsome new 
umbrella was left in my house last evening ? I suppose 
you have been puzzled to think where you could have 
left it ; for I know one can never recall such an 
incidental matter as the whereabouts 1 of an umbrella. 

However, it is safe, and will be taken care of, s 
until you find k in your way to call, or to send for it. 

Sincerely yours, 

(Signature.) 

2. m =. t- $ - s m 'p m, in -re is * m ± ,$. & a m ± % m 
m as i3 n, m # m * ft *•, »r it » m m m z. a. 

No. 20 
Asking for influence in securing an appointment 1 

Place, 

Date. 
Dear Mr 

As you doubtless know, the settlement of 

my late father's estate 2 leaves Mother 3 with a very 
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meagre* income ; and I now realize the necessity oi seek- 
ing some employment in order that I may not be an-idle 
burden on her hands. I have thought of making- an 
effort to secure a position in the qftice of Messrs.! Jardine, 
Matheson & Co. of Shanghai. I. understand that the 
duties are such as -any fairly educated young man can 
easily- iearn to perform. I write a good hand and have 
done, for the President of the Soochow University, 
some copying, which is entirely satisfactory. 

There are so many applicants for every vacancy 
that I have little hope of securing an appointment, 
unless some one high in authority or influence would 
second 5 my efforts. As you are a leading merchant of 
your city, may I ask your advice about seeking employ- 
ment there? In the event of my making such an 
application, could you recommend me for the place ? If 
you would be so kind as to do this, I should be sanguine 
of success. I trust that in asking this I am not tres- 
passing 8 too far upon the kindness of my father's life- 
long friend. 

Please let me hear from you at an early date and 
forward your letter to the University. 

Mother joins me in kindest regards to Mrs 

and yourself. 7 

With respect, 8 I am, . • 

Very truly yours, 

(Signature.) 

,Hsq., 

Shanghai. 
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I. 


a position, y& m ft, n. s ft- 


3. 


am. 


i- 


I¥ % A JUS cousin ^ ft. 


A- 


* ft, 'J ft- 


5- 


V)iZ. 1 &®±.ffl&,-&B®'8®- 


6. 


g Tfi ft, itf in # £ £ upon. 


7- 


*f&3£ja:;£*!SiS3f, &»£iifiia. 


8. 


Jfcffi/flj&gJi^llir, *a& Yours respectfully ft ft ft ||. 


9- 


«*1t*L*SftJff *- 



No. 21 

Congratulating a friend on passing a successful 

School examination. 

Place, 

Date. 

Dear Ling, — 

I was greatly pleased to hear through 
your brother that you have passed through the pre- 
scribed course of study in the Shanghai High School 
and have graduated with honours. Knowing how deeply 
your parents and relatives have been interested in your 
success, it is particularly gratifying to have you reward 1 
them by the achievement"' of such rapid progress. 

Accept my best wishes for your future success. 
Your sincere friend, 

(Signature.) 
i. SI £ ft ± 5* fS ft. to ft S. 

»• ft- 
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No. 22 
Congratulating: a gentleman upon his marriage 
Place, 

Date. 

Dear 

I have just received a little missive 1 which 
informs me of two happy hearts made one. I wish you 
much joy. You have my earnest congratulations on 
the event, and good wishes for a long and serenely 
happy married life. May each succeeding year find you 
happier than the one before. 

God bless you and yours, and surround you ever 
with His choicest blessings. 

Your friend, 

(Signature.) 

i. *;*tl*ltf- 

No. 23 

Congratulating a friend upon obtaining a business 

situation 

Place, 

Date. 

Dear..., 

I am greatly pleased to learn that, not- 
withstanding the general dullness of business, you have 
succeeded in obtaining a clerkship. I doubt not your 
firm will regard themselves fortunate in securing your 
services. 1 Meanwhile accept my congratulations 2 upon 
your success. 
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Hoping that your stay may be permanent and 

prosperous, I am, 

Yours truly, 

(Signature.) 

a. Jit £ £ S II ft * ® T, # m T& upon s # s. 

No. 24 
Congratulating a friend upon election to office 
Place, 

Date. 
My dear Mr 

My newspaper informs me that the 
people of your district have shown their good judgment 
by selecting you to represent them as Superintendent of 
Public Schools. 1 It affords me unfeigned pleasure to 
hear of the choice falling upon yourself. I am con- 
vinced that no person in your district could fill the place 
more worthily. 

Accept my congratulations. 

Yours truly, 

(Signature.) 

». iflr * 4, tt m w a ir * n. 

No. 25 
To a friend on the death of a mother 

Place, 

Date. 
Dear , — 

I have just learned on my return from 
a visit in the country 1 of the death of your mother. 
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Having suffered the loss of my mother when I was a child, 
I know how to sympathize with you in your afflictions, 
though, fortunately for you, your mother lived to guide 
the footsteps of her boy till manhood's years had 
crowned his intellect with judgment' and fixed moral 
principles. 8 It can be truly said that in the training of 
her family, in the church, in the social circle, she always 
did her duty nobly, and was an ornament to society.* 
Ripened in years, and fully prepared for another state 
of existence," she passes on now to enjoy tne reward of 
a life well spent on earth. 

Restored to maidenhood prime, 6 we cannot doubt 
that in the flowery walks of spirit life,' she is the same 
good woman that we knew so well here. 

Truly yours, 

(Signature.) 

3. t & tg #] # & &. 

3- i" £ t& a & *. * a & ss *• 

4. $9m%ff-&m&M- 

6. in * m 2. % Mi r &- 

7. E A fH A ± ?E, ® ffJ &fliJ $ #, 45: B spirit life, walks £&, 

flower? walks & £ g it, & f |g &. 

No. 26 
Tc a friend on the death of a brother 

Place, 

Date. 

Dear , — 

I have learned with profound regret of 

the death of your brother. I condole sincerely with 
you on the sad event, and if sympathy of friends can be 
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any consolation under the trying circumstances, be 
assured that all who knew him share in your sorrow 
for his loss. There is, however, a higher source of 
Consolation 1 than earthly friendship, and, commending 
you to that, I remain, 2 

Yours faithfully 

(Signature.) 

i «*#», ttffl31?$n- 

1. I remain, ■& 2L I am. gc ^ £. \, "ST $ I am, ttf JfC nj $ I remain. 

No. 27 
To a friend on the death of an infant 

Place, 

Date. 

My dear Mr ,— 

I realize that this letter will find you 
buried in sorrow at the loss of your darling little child, 
and that words of mine will be entirely, inadequate 1 to 
assuage your overwhelming 2 grief ; yet I feel that I 
must write a few words to assure you that I am thinking 
of you and praying for you. 

If there can be a compensating thought, it is that 
your darling returned to the God who gave it, pure and 
unspotted by the world's temptations. 

With feelings of the deepest sympathy, 
I remain, 

Yours very sincerely, 

(Signature. ) 

i. *£• 

2. j] ~X it Wt- iB 3C He is overwhelmed with joy, ~XB '&% He 
is overwhelmed with grief, yfi J$ K iK- 
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No. 28 

Letter advising a young man to beware of 
bad company- 
Place, 

Date. 
My dear young Friend, — 

I observe by the tone of your last letter 

that you are becoming very intimate with A. B 

and C. D I need 

not tell you that your letter has given me much 
uneasiness. These young men are bad characters, and 
you cannot continue your association with them without 
contaminating 1 your morals. 

I am an old man and write this with an earnest 
desire for your happiness. You have acquired a fine 
education, and have entered upon your profession with 
every prospect of success. 3 You have a widowed 
mother 3 to support, and an 4 orphaned 5 sister looking to 
you for guidance. It becomes you therefore to maintain 
a reputation unsullied and obtain a good credit, 6 which, 
to a young man at the commencement of a business 
career, is equal to a large capital of itself. 

Association with these young men will certainly 
carry you downward. They are both without employ* 
inent ; they drive fast horses ; they wear flashy jewelry ; 
they frequent gambling houses ; they both use intoxicat- 
ing drinks ; chew tobacco ; and talk profane language. 
What would you think of another that might be seen in 
their company? People would judge you as you would 
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judge any one else. There is much truth in the old 
proverb, "A man is known by the company he keeps,' " 
and I would have your company 8 such as would reflect 
the highest honour upon yourself. 

I have written this letter earnestly and strongly, 
for I believe your judgment will take it kindly ; • and I 
.trust, when you sincerely reflect 10 upon the matter, you 
will at once dismiss" that class of associates from your 



company. 




Your' sincere friend, 




(Signature.) 


i. 


tt tfe. 


2. 


tamxm^^vsmm±m- 


3. 


&M 


4- 


m » m at a $ m. 


5- 


»ii«0«, St*0X, 5£ II # B orphaned. 


6. 


ft &, at ft ft A ± m %■ m ± % ± reputation $ & jft. 


7- 


«r m im st 


8. 


>vr Jfc £ &. 


9- 


in : * * »fe & w % ± ± at. 


io. 


jlfc reflect ^, g? J: % reflect !£, St"« Sl.lXi reflect $, 




5S BS *, i& WML, & filj » & -® &. 


II. 


SS*2ffi5R 



No. 29" 
Advice to an orpban?b.oy 

Place, 

Date. 
My dear , — 

I received your letter last evening. 1 I 
was greatly pleased to hear that you have secured a 
position with the Hongkong and Shanghai Banking 
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Corporation and that your folks 8 are comfortably situated 
in their home. You ask me for advice as to what you 
shall do to maintain the good opinion of your employers. 

This desire that you evince to please is one of the 
very best evidences that you will please. 3 Your 
question is very commendable. How can you succeed ? 
That should be the great question with all young men. 
It is best answered, perhaps, by the wealthy and 
honoured old man, who gave this advice to his grandson: 

"My boy, take the admonition* of an old man who 
has seen every phase of human life. 

" If I could give you one precept to follow, it would 
be, Keep good company. But, adding more, I will say ; 

" Be truthful ; you thus always have the confidence 
of others. 

' ' Be temperate ; 5 thus doing you preserve health 
and money. 

"Be industrious; 6 you will then be constantly 
adding to your acquisitions. 

" Be economical ; ' thus you will ba saving for the 

rainy day. 

' ' Be cautious ; you are not then so liable to lose the 

work of years. 8 

" Be polite and kind ; scattering words of kindness, 
they are reflected upon yourself, continually adding to 
your happiness." 

Observe* these directions and you will prosper. 
With many wishes for your success. 

I am, always, 13 

Your friend, 

(Signature.) 
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9 
10. 



% A-&. 

n * ± s?, is, n. 
as sua,. 
m- 
ft- 

BiJ * £ % IS ¥ 4, *. 

aim, #**»as. 



No. 30 

Introducing: a student to the writer's mother 

Place, 

Date. 
Dear Mother, — 

The bearer of this is my college churn, 
Chin Tien Ling. Being about to visit his parents at 
Nanking I have persuaded him to stop over one train 
to see you. Chiu is in the same class with myself and 
is, I can assure you, a splendid fellow. 1 Of course, you 
will 2 treat him so finely as to make him, perhaps, stay 
longer than one day. He will tell you all the news. 

Your ever affectionate son, 

(Signature. ) 

*. & £ ft ffi, ^ * £ ffl B £, ffl » 13 * ffi t& in £ #, RiJ you will 
do this or that |S 2c fe ♦, £ : £ m ft. jHs w ffl J*, 7b % * lift, 

it he a "pi a st *, SB * it w «, & * s m »c> e *. 
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No. 31 
Introducing a daughter about to make a visit 

Place, 

Date. 
My dear Mrs , — 

In compliance with your oft-repeated 
request, I send my daughter to spend a few weeks of 
her vacation in your delightful country home, trusting 
that her visit may be as delightful for her and yourself 
as mine was a year ago. 

Anticipating a visit from you all, ere the close of 
the present summer, I am, 

As. ever, your devoted friend, 1 

(Signature.) 
i. Jit $ ft W, m £ W H ft %L * # pT ffl. 

No. 32 
Letter from a father, remonstrating with his son 

Place, 

Date. 
My dear Son, — 

I am sorry to learn that you are not 
inclined to be as strict in your line of duty as you 
should be. Remember, my son, a down-hill road is 
before you, unless you arouse yourself and shake off 
immediately the habits of dissipation that are fastening 
themselves upon you. Be sure that nothing but shame 
and sorrow can come of bad company, late hours, 
neglect of duty, and inattention to the obligations of 
morality. 1 I am willing to think 2 that you have not 
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given the matter sufficient thought heretofore; that 
your actions are the result of thoughtlessness, rather 
than a disposition to do wrong. But be forewarned in 
time. You must change your course of action or incur 
my severe displeasure. 

I urge this, my boy, for your sake. Remember 
that my happiness is bound in your own, and that 
nothing could give me greater pleasure than your pros- 
perity. I trust that it will not be necessary for me to 
use more severe language than this. 

Your anxious 9 father, 

(Signature.) 
i- 7£ # il ft- 

3. jit m m w n t m m m, #> n $• jl*. anxious #, & & ■* * n 

& »C> ± m « .« & *■ T n ± repente.it, H>J £ ? & * W W & 

lit' 

No. 33 
The son's reply 

Place, 

Date. 
Dear Father,— 

I realize that I need the good advice 
contained in your letter. I am aware, as I stop to 
think of my conduct, that I have given you reason for 
anxiety, but I intend by attention to my business 
hereafter, and a complete reformation of my habits, to 
give you no occasion for concern 1 about me in the 



SOCIAL LETTERS 71 

future. Believe me, I love and respect you too much 
to wound your feelings intentionally. 

Excuse me, dear Father, for having given you this 
uneasiness and trust me as 

Your affectionate and repentent son, 

(Signature.) 
i. »iO»^T. 

No. 34 

From an absent wife to her husband 

Place, 

Date. 
Dearest Love, — 

I am at last safely under Uncle's 1 roof, 
having arrived here last evening. Babe and myself 
both well, but really very tired. We had no delay, 

except about two hours at Uncle met me at the 

depot with his carriage, and in fifteen minutes from the 
time of my arrival, I was cosily seated in my room, 
which was in readiness for me. 

Uncle and aunt 2 seemed greatly pleased with my 
comirg and both are loud in their praise of the babe. 
They very much regret that you could not have come 
with me, and say that they intend to prevail on you to 
make them a visit when I am ready to go home. 

Babe looks into my eyes once in a while and says, 
solemnly, " Papa." I do actually believe he is thinking 
about home, and wants, .to keep up a talk about you. 
Everybody thinks he looks like his papa. 
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By the day after to-morrow I will write a long 
letter. I want you to get this by the first mail, 3 so I 
make it short. 

With dearest love, I am, 

Your wife, 

Alice ^ 

i- £#£.&>&, & H # E3 Uncle. 

2. '&vt£Mffi,&&im!ii%2.m, ^B aunt. 

3. IS $&, M M, "it mail. 

4. k ■ & * il $ ifi flf, £ * « IB * « & & SI ± », II * if 

No. 35 
Answer to the foregoing 

Place, 

Date. 
Dear Wife, 1 — 

I was indeed rejoiced to hear of your safe 

arrival, having felt no little anxiety for you, which is 
relieved by the receipt of your letter. 

I miss you very much ; the house looks so dreary 
without your loved presence, but I am nevertheless 
glad that you are making your visit, as the journey, I 
trust, will be beneficial to your health. 

Kiss Baby for me. Only by his absence do I know 
how much I have enjoyed my play with our little child. 

Don't take any concern about me. Enjoy your 
visit to the utmost extent. In one of my next letters, 
I will write whether I can go east and return with you. 

Remember 8 me to Uncle and Aunt. 

Your ever faithful husband, 
(Signature) 
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I. ffl My darling, My dearest Love $ fj. 

2- *ifl¥£w££Sir, 9rn|;*tt£to.;ff5J Remember me 
kindly to.., *. J&ISjlfclia- 
No. 36 

Accompanying a gift to a Commissioner of Customs 

Place, 

Date. 
A. B., Esq., 

Dear Mr. A. B.,— 

The undersigned, employees of the Custom 
House at , , deeply regretting your depar- 
ture from among us, 1 desire your acceptance of the 
accompanying memorial, in testimony of 2 our affection 
and respect for you as a gentleman 8 and an official, 4 and 
as a faint expression of our appreciation of your kindly 8 
effort to render our connection with the Custom service 
pleasant and agreeable to ourselves and profitable to the 
Government. 

Deeply regretting that our connection must be 
severed, 6 we shall gratefully remember our association 
in the past and hope always to be held in pleasurable 
remembrance by you. 

Yours respectfully, 

(Signed by the employees) 
i. ftai»t«* *, H'J til «s m- 

3- Qt 2. £.*?■■ 

4- &£&&■ 

6. m- 
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No. 37 
Answer to the foregoing 

Place, 

Date. 

To the Employees of the Custom House. 

Gentlemen,— 

I am in receipt of your kind letter and 
testimonial. Wherever fortune may cast my lot, 1 I 
shall never cease to remember the pleasant association 
of the past few years and the many kind attentions I 
have received at your hands. If our relations and 
labours have been pleasant, I do not forget that they 
were made largely so by your always generous efforts 
and willing co-operation. 2 

I will ever cherish your beautiful gift as a memori- 
al of our pleasant years together, and can only wish that 
each of you, when occupying positions of trust, 8 may be 
as warmly supported and as ably assisted by those in 
your charge 4 as I have been since my connection with 
yourselves. 

Thanking you for this testimonial and your 
generous words of approval, 
I remain, 

Your friend, 

A. 13 

i. m m n &. m m -mr &. 

2. mm® m.. 

3 .ft Q IS- K J- « K X «■ 
4, #1F*Si±T. 
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Some Examples of Formal Notes 
1. A Wedding Invitation 

m m & 

Mr. and Mrs. A. B. 

request the pleasure of your company 

at the reception in honour of the marriage 

of their daughter. 

C. D. 

to 

Mr. E. .F. 

on Wednesday evening, November the twelfth 

at seven o'clock. 

184 Kiukiang Road. 

Shanghai, China. 

1909. 

2. An Invitation to attend a Birthday Celebration 

J? M ^ 

Mr. and Mrs. A. B. 

request the pleasure of your company 

at dinner at their home 

on Monday evening 

May eighth, at eight o'clock 

To celebrate the eighty-first 

Birthday of their beloved Mother. 

R. S. V. P. 
189, Park Road, Shanghai. 
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3. Official Reception 

$t m # % ft 

The Viceroy of Nanking requests the company of 

Mr 

at the reception in honour of 

His Imperial Hfighness, the Prince of K'uug, 

on Tuesday evening : January the 

nineteenth, at nine o'clock. 

The Viceregal Yamen. 

4. Invitation to a Tea 

3£ ® ft 

Mr. and Mrs. A. B. 

At home 

on Wednesday evening, 

January fifteenth. 



Tea 8 to 10. 



85 Wuchang Road, Chengtu. 



5. Inviiation to Dinner 
Sf ft ft 

Mr. A. B. requests the pleasure of 

your company at dinner 

at his home, January fifteenth 

at seven o'clock. 
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6. Acceptation 
± m ® 5ft 

Mr. C. D. is pleased to accept 

Mr. A. B. 's kind invitation 

to dinner for Wednesday the fifteenth instant. 

7. Regret 

Mr. C. D. thanks Mr. and Mrs. A. B. for their 

kind invitation to dinner. for next Monday, May eighth, 

but regrets that owing to an important engagement in 

Nanking for the same date, he is unable to accept the 

same. 

Mr. C. B. presents his best wishes to Mrs 

for many happy returns of the clay. 
85 Consul Street, May 5. 

8. Regret 

m m ^ a - 

Mr. and Mrs. A. B. express their regret that, owing 
to illness in their family, it will not be possible for 
them to accept Mr. and Mrs. C. D.'s invitation for the' 
thirtieth instant. 

January 24. 
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Business Letters 

m m m *l 

No. 1 
Ordering goods 

Place, 

Date. 
Messrs. A. B. & Co., 

(Street name, etc.) 
Gentlemen, — ' 

Please deliver to my address, before 3 p.m. 
to-day, s goods as per 8 list below. 

Yours truly, 

(Signature. ) 

57 C. D. St. 

List :— 40 lbs. * flour. 

10 brls. * apples. 
50 lbs. * coffee. 
50 #i tea. 

1. Gentlemen J$ Dear Sirs # lij 2 ffl, ti S ffl Gentlemen £ & 
#. ffil ft ffi *• 

2. «u s * a t ^ h ii m ± m- p.m. &m&%.w &%& this 

p.m. #, *& ^C Jt£, ^ in ft? this afternoon, 4# ft j£ £. 
3. as per - £, £ * (S * W *l * IP ffl £, & SP 85 £ A. 

4- »«!*«. 
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No. 2 

Answer to the foregoing 

(Letter head.) 
Place, 

Date. 

C. D., Esquire, 

57 C. D. St.,' 
(City) 
Dear Sir,-— 

In compliance with 1 the directions contained 
ia your favour 2 of even date, we have delivered at your 
house goods covered 3 by the inclosed 4 bill. 
Awaiting your further orders, 

Yours faithfully, 

A. B. & Co. 

«■ & $ ft h. # % m * u & ± it- #, * 4 & «• 

4- fftttt* 

No. 3 
Remittance of check 

Place, 

Date. 
A. B., Esq.; 

17 C. D. St., 
(City) 
Dear Sir, — 

I have the pleasure to hand you herewith 
check 1 value $150.00 in settlement of your account to 
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31st December, 5 last, and shall thank you for the 
customary discharge* at your earliest convenience. 4 

Yours truly, 
D. F. 
Inclosure; Check for $150.00 with bill 

I. Cbck Si& ffc cheque. 

J- Wt, M % JS t =. n H + - H Pi ih. 

5- & t* # Tit ± Jft f., II receipt ® ft * RJ. 

♦. jit at « *l « $ ± tij n , ip i?. b m «n, a w bis at £ s- 

No. 4 
Acknowledgment 

Letter head, 
Place, 

Date. 
D. F., Esq., 

Address. 
Dear Sir, — 

I beg to acknowledge, with thanks, your 
favour of even date, inclosing check value $150.00 -in 
settlement of my account to Dec. last, 1 which I have 
now the pleasure to return to you receipted. 2 

Yours faithfully 
A. B. 

t. S^S«¥fjaTffl last 3> & -J|: ffi ffi * ± + - ,9 IH, 
72r iS * £ + ^ /] £•*] ffs * # JE /! ,H>J + - ;3 oT ft Dec. last, 
fis i* & ~ Jl , M iE n W ft Jan. last. 5t jib ^ i'* next flj M. 
& ft g & Rfl /J . ft! 5L J3 + 3L 13* ft May i 5) next £ jg,# $g §y 
*?■ ITS 3 , -15 *» I* •©■. 

J. & S? B # #t SS.tfc Q US Jft, # SB *& * I?. &. receipted ft S ff? #■ 
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No. 5 
An application for appointment as book-keeper 

Address, 
Place, 

Date. 
Messrs. E. F. & Co., 

Address. 
Gentlemen, — 

In response to your advertisement in the 
"Times'" 1 of this date, I beg leave to offer my services 2 
in the capacity of bcok-keeper. 3 I refer, by permission, 4 
to my recent employers, Messrs. A. B. & Company, of 
this city, with whom I have been for the last 5 six years. 
Their retirement from business 6 leaves me without a 
situation at present ; hence this application. 

Awaiting your decision, I am, 

Very respectfully yours, 
C. D. 

3-.' H 3 as book-keeper ^ ^. 

4. iK m •&, m s «a m ft If -a. . 

.5. ffl past ft last, * *§ * rT, fK if * IB- 

6. Jfe.ffi. 

7. A»ttJllF*l»tt4t»ft»*T ! -ff#.**>1 : - 

C. D. F„ 

24 Nankiug Road, Shanghai, 
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No. 6 
An application for appointment as salesman 

Place, 

Date. 
(Enclosing stamp) 
Messrs. G. H. & Co., 
Address. 

Gentlemen, — 

Your former salesman, Mr. A. B., in whose 
store in this city I have spent one year as clerk, has 
been kind enough to suggest that I should apply to you 
for the position as travelling salesman. I am anxious 
to gain the experience and the acquaintance with trade 
which a year or two of travelling gives ; and Mr. A. B. 
assures me that he can cordially recommend me to you 
on trial 1 . Of course, I can claim no experience, but I 
am ready to do the best I can 2 , and use the common 
sense that is needed everywhere, at home or "on the 
road." If you will give me a trial at living wages, 2 I 
shall gladly undertake it for as low a figure as can 
reasonably 4 be expected. 

In case 5 you think favourably of the idea, Mr. A. B. 
will write to you, more particularly stating his judgment 
of my ability. 

Very respectfully yours, 
C. D. 

a. ® * m $. m is m £ nr f , so &. js m, & % \% ti. 
± m n %> *n & in * & jit - &, rij & a % n # a m. m ± 

s. & if. 
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No. 7 

Letter seeking information 

Letter head, 
Place, 

Date. 

Inside Address. 
Gentlemen, — 

A Chinese young man by the name of G. H., 1 
who is desirous of obtaining a position as clerk in our 
office, has mentioned your name by way of 2 reference 
stating that he has been several years with your house 
This fact alone is a recommendation. 3 As, however, in 
the position in question, large sums of money would 
have 4 to pass through his hands, we should esteem it a 
great favour if you would 5 give us information as to his 
ability 6 and integrity, 7 and particularly as to his motive 
in leaving your employ. 8 

Yours faithfully, 

CD. 

2. jl as. 

3- XMAAffi*ftMft*£A*M*M*fttt£V>?mir*D* 

s- j& g ^ m s s st. 

8. ^ ffi employment. 
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No. 8 

Answer to the foregoing 

Heading. 
Inside address. 
Gentlemen, — 

Your inquiry of yesterday 1 received. 5 In 
reply we are pleased to say that the gentleman 3 you 
speak of is, in our opinion, quite competent to fill the 
position now vacant in your office. He is thoroughly 
reliable and honest. He resigned his position here last 
year to join a Chinese firm where the prospects for 
advancement were more promising 4 but the failure 5 
of that firm has since thrown him out of work 6 . 

We are convinced that he will make an ideal 7 clerk 
if you think fit to take him. 

Yours faithfully, 



1. id S of yesterday's date ?fr "BJ. 

2. &. m ft r£, m. IS $1 is * ffi ±, M is (oi has been) received. 
h- H ta" whom !£. 

4. J& ft tf^tifiS motive £18],^ ig % Aft ft, ^^;f -igjfl 
fh HiffJAfi Jl, H <& -si % ;I £, 3S # fit f? & & & £. 

:• promising ft 3£ 5: K IS ffl & ;£ p fg, j&u 5 Your promising son, 
IP * ® S f: JUS M i© A, Jfif 2K RR Sfc, *«r!!Rffl^. .X&SHe 
promises to 1-e an honest man, ft] jg Iff ft R tH iFB f Si , lit A ISI ^ 

U&**BJSaSWT?riS£A, f*h*f;fc*ii & *n M & &. 

5. g!l ^B- 

6. IS out of employment. 

7. »8SAi«±il. 
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No. 9 

Letter seeking information respecting the 

financial status of a merchant 

Heading. 
Inside address. 
Gentlemen, — 

We are in receipt of a rather large order for 
dry goods 1 from a gentleman of your city whose name 
we inclose herewith. 2 

As he is entirely a stranger to us, would you kindly 
inform us regarding his financial standing? 8 

It is hardly necessary for us to assure you that 
whatever information you may be pleased to give us, 
will be treated as strictly confidential.* 

Assuring you of our readiness to reciprocate 6 at 

any time, 

Yours faithfully, 
A. B. 
i *& JE- 

2. jb & & ». m m # » * ± « *• * w * m x a ± *• 

3. fg. (jl ft) fH- financial !£ #1 pecuniary ^ , & ;£ »& . #» JH stand- 
ing, BJ # M financial, /|] obligation, flij £ ft] pecuniary, nl & U 

^k a ^ t9- 
5- m %■ m, * jis # ft £ fi •&• 

No. 10 

Answer to the foregoing 

- Heading. 

Inside address. 

Gentlemen, — 

Yours of the 13th instant received. We 

have not had 1 dealings with the gentleman. you mention, 
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but from what we are able to learn, lie seems to possess 
unlimited credit, and to enjoy the reputation of being 
an honest man. No one, it is stated, has ever had 1 an 
occasion to apply to him twice for payment. 

Yours faithfully, 
CD. 

i. -ma«&. tt«*iir±f!.*gtt&x. ABM*.-** 

» T db> m # U If £ it II Z. ij>. 

No. 11 
Answer unfavourable 

Heading'. 
Inside Address. 
Dear Mr. C- D.,— 

In reply to your inquiry under date of 1 the 
27th ult., I regret to report that the person whose name 
you inclose is, in my opinion, totally unworthy of being 
trusted. -He has no capital and, what is worse, is 
wholly devoid of 2 principle. He has been in difficul- 
ties before and his failure is only a matter of time, 3 
when his creditors, 4 1 am convinced, will get next to 
nothing. 6 

Very truly yours, 
E. P. 
j. jlfc ft of the 27th ult, . m. M JIB M & under $-, date ;£ f$ #, 

»■ **■&• 

5- «^3fcjbm. 
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No. 12 
Ordering a berth. 

Place, 
Date. 
Messrs. A. B. & Co., Agents, 

..,,,,... Steamship Company, 
Address. 
Gentlemen,— 

Please reserve on the Steamship "China," 1 
sailing for (Port of Destination) on November 24th 
next, a lower berth in the most desirably located deck 
state-room that is available, and send the number to 
(Mrs.) C. D., 

(Her Address) 

i. n t& *, *j m ;a s * * n, m m &. 5i b ie dl *d ft as. 

"China" itpU. 

No. 13 
Ordering books from Publishers. 

Place, 

Date. 

The Commercial Press, L,td., 

.Shanghai. 
Gentlemen, — 

Please send to my address the following 
named books from your catalogue 1 of recent publica- 
tions : — 
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Children's Reading Cards $1.00 

A Middle School History of China 

by Chen Ching Nien 1.00 

$2.00 
I inclose a postal note for two dollars ($2.00).* 

Very truly yours, 
A. B. 
i. 96HS?triRIim!!J!Pat**|$ufir ! J5*- 

». m & m m & » *, a. * « < a. tt w * * Ariose $ «■ aw 

SS #, ft ffl II » ft 

No. 14 

Heading. 

Messrs. Harper Bros., 1 

Franklin Square, 
New York City. 
Gentlemen, — 

I hereby renew'' my subscription to 
Harper's Magazine for the year 1910. 

I also subscribe for Harper's Weekly for one year, 
beginning with January 1, 1910. 

Enclosed please find a Money Order for eight 
dollars (#8.00) , 8 the amount of the two subscriptions. 

There will be no foreign postage to pay if you 
forward your publications* through the United States 
Postal Agency at Shanghai. 

Yours truly, 
(Miss) C. 

1 Nanking Rd., Shanghai. 
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I. IP Brothers ^ ± ffi %£. 

a. « IT Ik- 

3- JL *£? £B W A. & dollars, cents, ■g'll^Biat'S^JSiKft. £1 

4. a M 2 tt. IP A M IS f . 

No. 15 

Letter requesting the local postmaster to forward 

mail 1 

Heading. 
The Postmaster, 

I. C. Post Office, . 

Shanghai. 

Please forward any letter that may 

come to the address of A. B., 194 C. D. Road, Shanghai, 

as follows : 

Until June 27, to Nanehang, Kiangsi. 

After June 27, to Bureau of Foreign Affairs, 1 

Tientsin. 

i. k m '# £ ® # ■& &. 

3. & « ft •&• A « tf §? *. * .* 5P HT. B E * E JL » fflf * *. 

No. 16 

Offering furniture, etc., at a private sale 

Heading. 
Mrs. CD, 

Address. 
Madam, — 

Owing to declining health, I am about 
to give up my first-class boarding house, and shall sell at 
auction all of my household goods, including carpets, 
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furniture, 1 hangings, pictures, china, household utensils, 
etc., that are not disposed of 2 at private sale before the 
twenty-fifth of April. 

Hearing that you are contemplating taking a large 
house on May first, to meet the growing needs of the 
boarding department of your school, it occurs to me that 
you may like to secure some of my furnishing goods, 
most of which are practically as good as new. 

If you wish to secure desirable goods at a bargain, 8 

please let me know, and I shall be glad to send you a 

list of them with prices. You may call to examine the 

furniture, etc., any day between nine and eleven o'clock 

a.m.* 

Very respectfully, 

(Mrs.)C. D. 
i. ft! & m. £ St, £ SB- 
2. tttli. 

3- JSl H8 «£ JS #• 

4- * W /> W m If, p.«n. ft ft- 

No. 17 

Letter asking for a loan of money 

Heading. 
Mr. A.' B. 

Address. 
Dear Sir, — 

You may have heard of the double mis- 
fortune that has befallen me. The destruction of my 
dwelling by fire was swiftly followed by an accident 
that left me with a broken leg. I am therefore tempo- 
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rarily homeless and disabled. 1 It will be several weeks 
before I can reasonably hope to get back to work. 

Meanwhile I have debts and current expenses 2 to 
meet, with very little cash 3 on hand. Will you help me 
over the hard place by lending me $100.00 for three 
months ?* 

I shall receive the amount of the insurance 5 on my 
house within a week or so, and I shall return 6 .to my 
regular business as soon as I can walk once more. 

Mr. C. D. is willing to endorse 7 forme, and, in case 
you wish further security, I am satisfied that E. F. also 
would allow me the use of his name. 8 

Very truly yours, 
G. H. 



fd- 

*jl m m. & is as 8 u> m B5 w. x urn m »■ 

&.=.mn mm. 

m get back nT S ffl- 

(£«■&. 3£H2f£, t*Ag*fcSBg2.ir. #5 endorse. 

# ffs # •&. 

No. 18 

Answer favourable 

Heading. 
Inside address. 
Dear Sir, — 

I am very sorry to hear of your misfortune, 
but it affords me pleasure to lend you the amount you 
need. 1 
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The endorsement of Mr. C. D. is good enough. 

You may send for the amount at any time convenient 

to you. 

Do not hesitate to call upon me for anything I can 

do for you. 

Hoping to hear of your complete recovery soon, 

I am, 

Yours very truly, 

Y. Iy. Tong. 
1. M ■& which ^t. 

No. 19 

Answer unfavourable 

Heading. 
Inside address. 

My dear 1 Mr , 

I am very much grieved to hear of the 
misfortune that has come upon you. I would have 
been but too pleased to lend you the sum of money you 
request, had it been possible for me to arrange it without 
inconvenience to myself. But the failure of H. K. &» 
Co., who were to pay me two thousand dollars last week, 
has left me in a very embarrassing 2 position, and I 
sincerely regret that I am not in a position 3 to accom- 
modate you. I hope you will succeed elsewhere. 

Again regretting my inability to comply with 4 your 
wishes, 

I remain, 

Yours sincerely, 

J.K. 
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i. n ft it m, m m. * & hl. 
2. it * * «, & ib ** &■ 

3- *tBtil. 

4. comply j& /8 with, g fG. 

No. 20 
Letter to a delinquent debtor 

Place, 

Date. 
Inside address. 
Dear Sir, — 

I have recently written you twice in ref- 
erence to 1 the five hundred dollars ($500.00) which I 
lent you on October 5th last, nearly six months ago, 
but have had no reply from you. 

You doubtless recollect the conditions* under which 
the loan was made. I told you that I needed the money 
to carry on my own business, but consented to lend it 
on your promise to refund 3 - it in thirty days. This was 
some six months ago. 

I need the money so badly now that unless you 
remit the amount at once, I shall be obliged 4 to borrow 
myself. 

Please let me hear from you on receipt of this. 

Respectfully, 5 

C. D. 

1. in reference to, with regard to, as regards, regarding, respecting, 
relating to, in relation to, •g' jgt pj jffi $ ft ■% 0, *S £ # £ $ 

2. # %, ± m- 
2. mm. 
3 m&- 

4 -pr ib J3 

5. jlfc Respectfully ^ flfe & 2. respectfully &.%.$kW M.% ~<K M- Hi 

8: *, IB ± formal, ^ Jfc 3$ 28 S, SB t» fit B 8 til. 
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No. 21 

Letter asking for an extension of time 
to pay a debt 

Heading. 
Inside address. 
Dear Sir, — 

My note for one hundred and seventy-five 
dollars ($175) payable to you, falls due on next Monday, 
and I regret very much that owing to the stagnation of 
trade 1 and the tightness of the money market, 2 I have 
not been able to realize 3 the funds necessary to meet my 
obligations. 4 

I hope, however, matters will be adjusted by 5 the 
first of August, and I can assure you that one month's 
delay will be all that you will have to suffer through 
my present embarrassment. 
Awaiting your reply, 

Yours truly, 

C. D. 

On j| * a m, by ft * ft ft m H f • 



I. ffl1**t»- 


4 


a. &®.<%m- 


5 


3. j&flj,. 





No. 22 

Complaint to the agent of a rented house 

Heading. 
Inside address. 

Sir, — 

The hot water pipe in the bath room at 95 Western 
Avenue is leaking badly and requires prompt attention. 
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The faucets, also, all over the house, are more or less out 
of order, 1 as I think I told you last Friday when I paid 
the rent for the quarter ; and if I remember correctly, 
you promised to see to it at once. I shall be at home 
all day. Please send a plumber without delay. 

Respectfully, 

(Miss) A. B. 

No. 23 

Complaint to the Chief of Police 

Heading. 
To the Chief of Police, 

Address. 
Sir, — 

It becomes necessary for me to call your attention 
to a phase 1 of annoyance and danger to which we have 
been subjected for some time past. I refer to the 
firing at random of small pistols in the hands of small 
boys, usually in alley-ways and back-yards, to the 
detriment of property and the imperilling of life. This 
is a matter of frequent occurrence. Twice within two 
weeks have tiny bullets come singing into my sitting 
room window — the last one yesterday shivering a pane 
of glass and coming within a few inches of my face as 
it fell to the floor. 

When the first case occurred I notified the police- 
man on this beat, 3 but he was not able to identify 4 the 
boy who carried the pistol and there the investigation 
ended. 
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But I consider it time for a more vigorous campaign 
in the interest of personal safety, and to this end I refer 
the matter to you. I trust some decided measures will 
be taken to prevent its recurrence. 

Respectfully, 

A. B. 

No. 24 
Notice of Removal 

Heading. 
The Shanghai Gas Co. , 



Gentlemen, — 

As I shall vacate 1 the house No. 129 Sze- 
chuen Road to-morrow, will you inspect the meter 2 and 

present the gas bill to date ? 

Sincerely, 

C. D. 
I- 21 tH Hi. M w to vacate an office, jflj •§■ j| {&,. 
2. A^. 

No. 25 

Letter complaining of defective meter 

Heading. 
The Shanghai Gas Co., 



Gentlemen, — 

The meter on these premises is surely de« 
fective. 1 In no other way can I account for' the 
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astonishing variation in the registration of gas con- 
sumed 3 from month to month, especially since the largest 
bill presented this quarter is that for the month of July, 
when the absence of the family for two weeks, and the 
consequent closing of the house for that time, should 
have resulted in a diminished 4 expense for gas. I have 
had occasion 5 to make a similar claim once before. 

I shall defer 6 paying any more bills estimated by 
this meter until it has been inspected 7 and its mistakes 

rectified. 8 

Sincerely, 

E. P. 

I. »&__ 5. Tttlfi/- 

a. «_ 6- _$• 

4- &_• 8- SfciE. 

No. 26 
A letter of introduction 

Heading. 1 
Inside address. ' 



Dear Sir, — _____ 

The bearer of this, Mr is a 

man I have known for years. He is now put to the 
necessity of seeking a new field for his labours by 
reason of 1 the failure of his firm, Messrs. C. D. & Co., 
some three months ago. 

Mr. A. B. was cashier 2 in the above firm and had a 
twenty years' experience from them. He is both cap- 
able and of the highest integrity,* and anything you 
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can do for him in the shape of* putting him in touch 8 
with a position suitable to him, would be a personal 
favour to me." Ten years ago, I was a junior 7 under 
him, and he did me many kindnesses. Now that ill 
fortune has come upon him, I should only be too glad 
to be of some assistance 8 to him, so I send him to you 
as the best means.' 

With kind regards, 

Yours sincerely, 

U. P. 

I. jS. because of. 

2. ft sat z. fa m m tu a #• 

4. ji. in the line of, #fl ■&. 
5- SttS* IB.- 

6. gp m :& f *§ Wi 4 & £ &■ 

7. a<] IB/. 

8. g|] to help him ^, ffTJ t» he of some assistance to him fg $S ff. ||||. 

9. p n a ±. # *, ;i is t\ fa % u m, m a -t ;* so a t, a it s 



No. 27 

Notice of establishment 

Heading. 
Inside address. 
Gentlemen, — 

I beg to inform you that I have just estab- 
lished myself in this town as a commission merchant 1 
for Japanese goods. 

I was for many years with Messrs. A. B. & Co., of 
this city, and had control of their export department. 2 
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My connections with the manufacturers of all 
varieties of Japanese goods are both numerous 3 and 
extensive, 4 and you can rely upon any order you may 
mail me being executed at the most favourable market 
prices 5 and in the best class of goods obtainable. 

Very faithfully yours, 

C. D. 

i. ft a w. n m & pa & m. 

2. fflPSt.inB import, S ffl &. it ffl a 2. m. ft- B imports. 

and exports, jl'J % % £■ 
3- ~X- ill — sS- 

5. illfil- 

No. 28 
A letter of apology 

Heading. 

Inside address. 
Dear Sir, — 

Permit me to thank you for yours of the 
13th instant, pointing out a mistake we made in the 
mode of shipment of your goods on the 15th ultimo. 

We will give you a credit on your account 1 for the 
$2.25 excess of freight 2 paid by you, and will be more 
careful hereafter. 

Apologizing for the trouble, 

Yours faithfully, 
per pro. A. B. & Co., 3 

C. D. 
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i. M we will credit you with tbe $2.25 . ■§■ S SI? tfc fE A M- & 3fc 1'Jt % 

JK 3§t £ )tt, BS & a & Co. £, in JK JJC sf. #, flij i 18 $ £ £ « 
& ft 15. flB & &, fl'J S® 88 jHj * S> P« P ro - #.ffi T ± fifi $ £, 
Bfta*JbM4L.*-ft1PSHifa*- 



No. 29 

Power of Procuration given 

Heading. 
Inside address. 
Messrs. A. B. & Co., 



Gentlemen, — 

The exigencies of my business necessitating 
my frequent absence abroad, I have accorded 1 power of 
procuration to Mr. C. D. who has ably assisted for the 
last 20 years, and has been connected with this business 
from the date of its establishment. 

Below you will find a facsimile 2 of his signature, 
which I beg you to regard as my own. 

Yours respectfully, 

E. P. 

Mr. C. D. will sign 
per pro. E. F. 

C. D. 
1. #&>#*■ 

mm &, b a ^ ;* »r * *n, ikfrmm-&. 
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No. 30 
Reply to enquiry for safes 

Heading. 
Inside address. 
Dear Sir, — 

In reply to your favour of the 3rd instant, we 
beg to hand you our catalogue of safes 1 as desired. 

We think you would find our No. 4 Safe the very 
thing you require, the size being 30 in. 2 X 15 in. 3 X 24 
in. outside measurement, and 21 in.X15 in.Xl4 in. 
inside measurement. The list price of the safe, with 
the fittings mentioned, is ^"20, 4 and we would allow 
you a discount of 5 % for cash, 5 free delivered. 8 

Our catalogue gives in detail the special advantages 
we claim for our safes over those of our competitors, 7 
and we would add that the many practical tests which 
our safes have undergone in recent fires are sufficient 
evidence of their superiority, and we can safely claim 
that books and documents once locked up in one of 
them are absolutely secure against both the scientific* 
burglar and the all-consuming fire. 9 ^ 

We shall be pleased to show you some of our safes 
which have been in recent notable conflagrations if you 
will favour us with a visit, and also give you any further 
information you may desire. 

Hoping to receive your order, 

Yours faithfully, 

C. D. & Co. 
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i- mm 6. s!*ifcsgi&&fti- 

2. inches ± jgj $ &, ft ffs ". 7- 13 M ffl M ±. A- 

3. ip by ^. s. ri m, m %• 

5 *a §*; a a; m. 

No.. 31 
Enquiry as to shipment of bicycles 

Heading. 
Inside address. 
Gentlemen, — 

Please let us know by wire' when we may 
expect delivery of the 20 No. 4 "Dart" 2 Bicycles 
ordered some six weeks ago. We should like to ship 
these by the next steamer, sailing on the 10th proximo. 8 
Kindly hurry forward the completion of these machines 
as much as possible, as the cycling season commences 
the early part of next month. 

Please do your best and oblige* 

Yours faithfully, 

A. B. 

3. t n. 

A- & 51 T Yours faithfully % — ft, * ft- fa & SJi, B ft X f| k W, 
Sk, M ft r± M, X jlfc ft f 1 «P £ ® fir r I? £ ft. 

No. 32 
Reply to the foregoing 

Heading. 
Inside address. 
Gentlemen, — 

Referring to your favour of the 18th instant 
in regard to the 20 No. 4 "Dart" Bicycles on order, 
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we cabled you this morning, "Delivery Thursday 
Week," 1 which we now confirm. 2 

In this connection, we beg to say that- special 
instructions had been given to our workmen to press on 
with this order and to give it precedence 3 over other 
work. Our people are doing their best, and we can 
promise to complete the whole of the machines at the 
time mentioned. 

We feel confident that your friends will find our 
machines compare favourably* with most and excel 5 
many turned out by rival makers. Ours is a perfect 
article both in material and finish. 6 

The demand for our make is constantly increasing 
for the simple reason that the cycling public know how 
to appreciate a reliable article. 

Awaiting your further commands, 

Yours faithfully, 

C. D. & Co., I,td. 

». gfSS8riffS-b0-jHli9^*»ffl^*^'*l Thursday 
week, Friday week *£. 

2. £3fe± ft, «flr*IBS ».*«««**-«. fc*«* 

X,!gg confirmation, KDf^^l' 

3. fttt, ffittg&tt- 



si £■ 4-5 3fc m, 6P * -X *f @ Z m * Ik ± «• 

m s x tit m % ■&■ 
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No. 33 
New Partner taken in 

Heading. 

Inside address. 

Gentlemen, — 

We beg respectfully to inform you that we 

have to-day taken into partnership, Mr. A. B., and that 

the business will hereafter be conducted under the style 

of C. D., F. F. and A. B. 

Soliciting the continuance of your patronage, 1 

We are, Gentlemen, 

Yours respectfully, 

C. D. 

E. F. 
Mr. C. D. will sign 

Mr. F. F. will sign 

Mr. A. B. will sign 

To Messrs. G. H. & Co., 

i. ftBt 

No. 34 

Partner deceased 

Heading, 
Inside address. 
Gentlemen, — 

It is our painful duty to announce the death 
of our senior partner, Mr. C. D., which sad event took 
place on the 29th ult. 
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His son, Mr. C. D., Jr., 1 having been taken into 
partnership, our business will be carried on as usual, 
under the present style. 

The signature of our new partner is hereto ap- 
pended. 

We are, 

Gentlemen, 
Yours faithfully, 
C. D., E. F. and G. H. 
Signature of Mr. C. D., Jr 

i. £ * n %, m *n j& 'if •% i& % J- ± «> a w ■$ k &, & n m 

No. 35 
Call of Travelling Agent 

Heading. 
Inside address. 
Sir, — 

We beg to inform you that our 1 Mr. C. D. will 
have the pleasure of waiting upon you on or about the 
15th instant when the favour of your orders is respect- 
fully requested. 

Availing ourselves of this opportunity, 2 we inclose 
herewith our latest catalogue and price lists. 

Yours faithfully, 
(Signature. ) 
I. iWf7ft2.A, "BTB °«r, lilt A 'U ft A, your, their. 
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No. 36 

Advice as to sale of goods 

Heading. 
A. Y., Esq., 
Address. 

Your 20 packs of wool, consigned to us on the 
19th ultimo, have all been disposed of for cash, agree- 
ably to your instructions. The net proceeds 1 are 
Dollars Four Hundred and Ninety-two and Cents 
Thirty-five ($492.35) which sum has this day been paid 
into the bank, and you may draw upon us a sight draft 2 
for said amount. 

An account of sales and charges is herein inclosed 
for your inspection. 

Yours faithfully, 

C. D. & Co. 

2. jl m m # ± % m, & m m rt k h m n ft m- 

No. 37 
A letter of credit 

Shanghai, May 16, 1909. 
The Hongkong and Shanghai Banking Corporation, 

Hankow. 
Gentlemen, — 

Please advance Mr. C. D., the bearer of this 
letter, whose signature was transmitted to you under 
cover 1 of our letter of the 14th inst., with any sum or 
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sums of money as he may require, to the extent of* Five 
Thousand Dollars, ($5,000.00) against his receipt in 
duplicate, 8 drawing on this house at sight 4 for the same. 

Yours truly, 

The Ta Ching Bank. 

i. ;&#. 

a- &. IS K. 

4- IP ffi M £ sight draft. =g Eg = -\- ^ ^ -f- ^ $ % ft, jy ^at^ 
days or 60 days. 

No. 38 

Letter of advice 

Heading. 
Inside Address. 

Gentlemen, — 

We beg to acquaint you that we have to-day 
issued a letter of credit, No. 53896, on your house, in 
favour of Mr. CD., for the amount of Five Thousand 
Dollars ($5,000.00). Kindly give same due protection. 
Mr. CD. will pass through your city about the 
end of the month with his wife en route 1 for Peking. 
His signature is herein inclosed. 
We are, gentlemen, 

Yours faithfully, 

The Ta Ching Bank. 
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NO. 39 

Letter applying for leave of absence 

Heading. 
Inside Address. 
Gentlemen, — 

I beg most respectfully to apply for one 
week's leave of absence to take effect 1 August 16th next, 

in order to enable me to visit my family in 

I have not been absent from my post for a single 
day during the last two years, 2 and have no doubt that 
the relaxation and change of air will have a beneficial 
effect 3 upon my health. 

I am, gentlemen, 

Yours faithfully, 

C. D. 

I. ^ J&. 

?. /i ft m fs * #, £ ft m jHs «■ a m & & as w ± x % n » 

3 # & 

No. 40 
Letter expressing 1 thanks for an increase in salary 

Heading. 
Inside Address, 
Gentlemen, — 

Permit me to express my sincere thanks for 
the increase in my salary of which 1 you have been good 
enough to notify me this morning. 

Apart from the mere pecuniary benefit which this 
advance of emolument ensures, there remains to me the 
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gratifying assurance that my services have given you 
satisfaction sufficient to induce an expression of your 
good will and I will endeavour to prove myself worthy of 
the estimate you have been pleased to set upon my 
work. 

I am, gentlemen, 

Yours respectfully, 

CD. 

i. /L««Wfti.#«#tt* *X¥ftJ!!ftftJK*£1l- 
JllSHe was the man whom I spoke of to you, Kg f£ He was the 
man of whom I spoke to you. 
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m *l m >& 

« m % # m 

1. We are going to have a few friends to dinner 
to-morrow and my father bids me say that he 
will be happy to see you. 

2. I regret that a previous engagement prevents my 
acceptance of your kind invitation, (or me from 
accepting your kind invitation.) 

3. I regret that an important engagement in the city 
prevents my acceptance of your kind invitation. 

4. I regret exceedingly that a serious indisposition 
deprives me of the pleasure of accepting your 
kind invitation. 
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5. I regret that owing to a serious indisposition (or 
a previous engagement, or an important engage- 
ment) , I cannot have the pleasure of accepting 
your kind invitation for Thursday evening next. 

6. My uncle is coming to town next Thursday on 
purpose to take me to a concert, for which he has 
bought tickets, and it would be ungrateful for me 
to wish to go somewhere else that evening. 

7. I am very sorry that I shall not be able to go 
with you for that pretty walk to-morrow, as I 
have a bad cough, which will keep me in-doors 
the rest of the week. 

8. I am very sorry that I shall not be able to go 
with you to the circus to-morrow, as I have a bad 
cold, and it would be unwise for me to go against 
the advice of my physician. 

9. We shall be delighted if you can come. 

10. I shall be disengaged (or at leisure) to-morrow 
at 11 o'clock and shall be glad to see you. 

11. I hope you will at all events contrive to spend 
one or two evenings at our house during your 
stay. Write me by what train (or what boat) we 
may expect you. 

12. May I request the favour of your joining them on 
that occasion, as I know they will be much 
pleased to see you. 

13. As I desire to give a farewell dinner, I hope j-ou 
will not refuse to come this evening. 



SENTENCES SUITABLE FOR LETTERS 111 

14. The sudden illness of my mother will oblige me 
to postpone our dinner party fixed for the 17th 
instant. 

15. I will tell you all about it when I see you again. 

16. I will explain the matter fully when I see you 
again. 

17. I will go into the matter fully with you when we 
meet. 

m « m 

18. Please excuse a brief note as the mail is closing. 

19. I must now bring this letter to a close, as a 
visitor has just arrived and is waiting in the next 
room. 

20. Will you excuse a short note, as I have so many 
business letters to write this mail ? 

21. I have to stop now or let the mail go without the 
letter. 

22. Pressure of work has prevented me from writing 
to you sooner. 

23. It seems a very long time since I wrote you 
before, but pressure of business, as usual, is my 
excuse. 

24. Excuse a hurried letter, as I want to ca^ch the 
mail. 

25. I have not written you or heard from you for a 
long time, but hope you are in the best of health. 

26. I must apologize for my long silence.. 

27. I would have written you before had I only had 
a moment to myself. 
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28. I see that I am in your bad books through my 
neglect to write you and do not know how to 
apologize sufficiently therefor. 

29. Please excuse my seeming neglect in having left 
your letter unanswered for so .long a time. The 
fact is, it came while I was away on a trip to the 
country, from which I did not return till this 
morning. 

30. Our not hearing from you for several weeks has 
made us very uneasy, but we still hope that you 
are well. 

31. Write as often as you can. I shall always be 
delighted to hear from you. 

32. Do not wait to write a long letter but write as 
soon as you can. 

33. I will keep you fully posted as to the development 
of the case. 

34. I will report in detail the result of my interview 
with him, which is to take place to-morrow. 

35. I shall not forget to write you when anything of ' 
interest takes place. 

36. I am indebted to you for two letters, the last 
bearing date of June 1st last. 

37. I am sorry that I missed seeing you when you 
called this morning, for I wanted to see yoti. 

38. As I have a few minutes now I will write to ask 
you how you like your place. 

39. This place has been exceptionally quiet, since 
your departure, and there is very little in the 
shape of interesting news. 
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» S tl IK 

40. Allow me to offer for your acceptance the accom- 
panying. with my best compliments. 

41. May I ask you to accept the accompanying 

as a token of my esteem. 

42. Many thanks for your handsome gift and I value 
it all the more* because it has come from a friend 
like yourself. 

43. Permit me to thank you for your beautiful present 
and kind remembrance. 

44. I thank you for your present and though tfujness* 

45. I hope you will not feel offended at the liberty I 
have taken in returning your kind present. 

46. Many thanks for your kind offer. 

47. Kindly accept a thousand thanks for your timely 
and invaluable advice. 

48. Permit me to thank you for the past kindnesses 
I have received at your hands. 

49. I cannot give adequate expression here to all 
that I feel. 

50. Words fail to express my gratitude. 

51. He has been a great help to me. 

m m m. m m. 

52. I admit my foolishness in sending that letter to 
her. 

53. I did it vn a passion without thinking, and am 
now ashamed of myself. 
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54. I shall call on you to-morrow to explain the 
- ■ • : matter if the weather permits. 

55. I feel really grieved to have occasioned you so 
much inconvenience. 

56. It is due to my own negligence, for which I am 
. . - -exceedingly sorry. 

•..57. If I were sure of finding you, I would offer my 
apology in person instead of sending this note. 

■ 5&.- I do; hope you will excuse my stupidity, and show 

your forgetfulness by coming as .soon as you can. 

5.9- . He is very much ashamed' of it now that he sees 

1' ._ ,if in the. light of.a breach of good. manners. 

60. I trust you will not regret the annoyance so 
much, if it results, as I hope it may, in a whole- 
some and lasting lesson to my thoughtless boy. 

61. Can you forgive my rude and unfair conduct and 
accept my heartfelt apology ? 

62. When I left you yesterday, it was with the 

- : . Uncomfortable feeling that we were not quite * 
fairly represented to each other by the few sen- 
tences that we had exchanged. 

63. I do earnestly hope that however diverse our 
views may be, we may preserve through our 
difference of opinion, a well founded respect for 
each other's judgment and undiminished measure 
of mutual friendship. 

•64. I trust that the delay will in no wise incon- 
venience you. 
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65. I beg to offer my best congratulations to Miss A. 
B. and yourself on your approaching happiness. 

66. Accept my congratulations on your marriage. 

67. Permit me to congratulate you upon your ap- 
pointment. 

.68. To my great delight, I am informed by to-day's 
papers that you have succeeded in obtaining the 
much coveted Chin-Shih degree, and I hasten to 
congratulate you. 

69. May every year of your married life find you 
happier than the last. 

70. I remember well my own proud delight when my 
first born was placed in my arms and heartily 
congratulate you on your joy. 

71. Birthdays may be called the milestones in life's 
journey, and as you reach another of these 
anniversary land-marks to-day, permit me to 
congratulate you on having travelled thus far in 
safety. 

72. I wish you, with all my heart, many similar 
opportunities of receiving the good wishes of 
your friends. 

73. Accept a thousand good wishes for many happy 
returns of the day. 

74. I am delighted to hear that you have at length 
reached the goal of your wishes, and have grasped 
the diploma for which you have studied so 
zealously. 
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75. Your kind congratulations have put me to the 
blush. 

m ft it 

76. I shall find no inconvenience if you can postpone 
the trip till next week. 

77. I write to acquaint you that I am going to 
Hankow to-morrow, and shall be happy to under- 
take any commission you may desire to have 
executed there. 

78. Can I bring you anything from Peking? 

79. Can I be of any service to you while there? 

80. My train leaves at 2 p.m. to-morrow, and any 
message reaching my house within half an hour 
of my departure will catch me. 

81. As my preparations are not yet quite completed, 
my departure will be postponed till next boat. 

82 . I called upon you to-day for the purpose of taking 
my leave of you. 

83. Letters from a friend are capital things to amuse 
me while travelling and keep gloomy thoughts 
away. I hope I may rely upon you for their 
supply. 

84. We have one large guest room which we will 
place at your disposal during your vitit to this 
place. 

85. Do not hesitate to assent, for I assure you, it 
will.be a real pleasure to me to help remove any 
obstacle that stands in the way of your little trip. 
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86. I am sorry to hear of your illness (or that you 
have been sick). 

87. I have just heard to my regret that you have 
been confined with sickness, and write to express 
my sympathy and good wishes for your speedy 
recovery. 

88. I am very glad that you are progressing favour- 
ably and confidently hope to hear of your com- 
plete convalescence soon. 

89. As your presence will be his best medicine, may 
I express the hope that you will not fail to come ? 

90. I am so far recovered from my late illness as to 
be down stairs again. 

91. I know that mere words are powerless to soothe 
actual pain, but I cannot refrain from endeavour- 
ing to express to you my heartfelt sorrow at your 
illness. 

92. I am far from well. 

93. The two youngsters are afflicted with dangerous 
fever. 

94. I am confined to my bed with a lame foot. 

95. I am indebted to you beyond description for the 
kind care you have taken of my boy during his 
recent illness at your house. 

m it m 

96. The melancholy intelligence of your sister's death 
has grieved me more than I can express. 
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97. The painful news of the removal of your dear 
child has just reached me. and I hasten to express 
my sympathy with you under so bitter an 
affliction. 

98. I will see you very soon but I trust you will not 
hesitate to call upon me if I can in any way serve 
you. 

99. If I can in any way be useful to you, or relieve 
you of any care, I trust that you will call upon 
my services. 

100. I heard with profound sorrow that your mother, 
after protracted illness, at length passed away. 

101. It is impossible for me to express my sorrow in 
words for your bereavement. 

102. Accept my condolences. 

103. I little thought that when I heard the alarm bells, 
last night, you were passing through such a ter- 
rible ordeal and was much shocked this morning 
to hear of your loss. 

104. I shall be glad to do anything I can for you. 

105. If I can be of service to you, please do not hesitate 
to say so. 

106. My services are always at your disposal. 

107. May God comfort you and lighten the burden of 
your sorrow. 

108. The loss of my has so completely prostrated 

me that I scarcely feel able to acknowledge your 
sympathizing letter. 
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109. No affliction touches a man so deeply as the 
death of a loving wife. 

110. Although sad at heart, I am not insensible to your 
kind expressions of condolence. 

111. Yet, although I try to acquiesce humbly in the 
will of Him, my heart is almost broken, 

^ « m 

112. As I go there an entire stranger, I shall thank 
you very much if you will give me an introduc- 
tion to Mr 

113. This will introduce to you my esteemed friend, 

-Mr who has expressed a desire to make 

your acquaintance. 



114. I will thank you to purchase on my account 

at the market price on receipt of this, unless other- 
wise advised by wire, and ship the same by the 
vessel effecting insurance thereon as here- 
tofore. 

115. We ask that you give this order your prompt 
attention, as we are in immediate need of the 
goods. 

116. We thank you for the liberal terms you have 
offered s, and shall use our best endeavours to 
prove ourselves deserving of the confidence re- 
posed on us. 
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117. I inclose herewith an order for such goods as I 
require to meet my present needs and will order 
from time to .time as occasion demards. 

118. As I find already a demand for the goods, I hope 
you will forward them by train without delay. 

119. I shall be glad if you will forward the goods to me 
as they come in, instead of waiting for the com- 
pletion of the entire order. 

120. In executing this order, please be particular about 
the quality, as I require the greater portion of the 
articles enumerated in the list for a new customer 
with whom I hope to have extended dealings. 

121. You will please effect the shipment at the lowest 
freight by the first vessel direct for this port. 

122. There is just now such a pressing demand for this 
particular class of goods that we are unable to 
make them in sufficient quantity to satisfy the 
demands of our correspondents. 

123. We will fill your orders at the basis of half cash, 
balance at sixty days from date of shipments. 

124. It is highly probable that the prices will continue 
to rise, therefore I would advise you to give your 
order without delay. 

125. Please wire reply at our expense. 

126. The goods, as per invoice of Nov. 18th, arrived 
yesterday, in excellent condition, and we are 
pleased to find them satisfactory in all respects. 

127. We beg to thank you for the good judgment you 
have brought to bear in selecting the goods, 
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displaying a very correct estimate of the style 
and patterns suitable for our market. 

128. There has been quite a rise in all lines of domes- 
tics during the month and the advance charged 
in your invoice is actually less than the rise in 
mill price. 

129. We respectfully request that the original offer of 
90 days be hereafter extended to four months. 

130. We would add that both of the New York firms 
to whom we referred you in our letter of Nov. 
2nd, allow us four months on all our purchases, 
and we hope you will not hesitate to extend to us 
the same advantage. 

131. On mature deliberation, however, taking into 
consideration the time required for shipments to 
reach you, and having a strong desire to further 
your enterprises as far as possible, we have con- 
cluded to adopt your suggestion. 

ft fi M 

132. I make bold to ask of you the great favour of the 
aid of your name as endorser of a sixty days' 
note for $300. 

133. Endorsing notes is in general a feature in 
business boding little good to either drawer or 
endorser, and I have uniformly set my face 
against that method of doing business. 

134. I have accepted his note mainly on the strength 
pf your name as his endorser. 
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135. I felt willing to lend him a helping hand, not 
supposing for a moment that he would fail to 
meet this note at maturity. 

136. If you are not able to collect the amount from the 
drawer of this note, I will then promptly settle it 
myself. 

137. We have much pleasure in informing you that we 
have received this day from Mr. C. D. a draft for 
$153 in part payment of his note. 

138. I should not have troubled you in this matter, 
had I not been disappointed in the receipt of cash 
from quarters where I confidently expected it. 

139. I was somewhat embarrassed by the receipt of 
your letter postponing the payment of account, 
for you are usually so prompt that I had depended 
on the cash due from you to meet some engage- 
ments of my own. 

140. I shall be content to allow the matter to stand 
over until the time you mention. 

141. If it does not suit your convenience to remit the 
whole, a part thereof will be thankfully received. 

142. Circumstances utterly beyond my control have 
prevented me from paying your bill. 

143. You are aware that it has been impossible to 
make collections owing to the recent stagnation. 

144. Trade is slowly improving, and so rapidly as 
collections can be made from those indebted to 
me, I will remit to you, to liquidate your claim. 
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145. It gives me great pleasure to inclose you a sight 
draft on the International Bank of your city in 
settlement of account to date. 

146. It has been through no remissness on my part 
that your bill has remained undischarged so long, 

, but owing entirely to my inability to collect my 
own standings. 

m « m 

147. In order to try your market, I have shipped to 

your address, per the goods specified 

in the inclosed invoice. 

148. As the selection has been made according to your 
orders, I am warranted in anticipating a quick 
and profitable sale; 

149. Prices quoted are those current here. 

150. I trust the result of this first attempt may lead to 
more important consignments. 

151. The twelve hogsheads of sugar, consigned to our 
address per the "Wallace Gray," T. Johnson, 
Master, have already arrived and are safely 
landed. 

152. We shall endeavour to dispose of the rest of these 
silks as quickly and advantageously as possible, 
but we do not advise you to send any more. 

153. I am exceedingly sorry that your request comes 
to me when I am so pressed by my own affairs, 
that I cannot with convenience comply with it. 

154. We beg to inform you that we started business 
last February in this thriving town and have 
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already succeeded in building up quite a large 
amount of trade in Groceries and Hardware, etc. 

155. We find it advisable to add a moderate line of 
staple dry-goods to our stock, there being suffi- 
cient demand for these goods to make it profitable 
for us to keep them. 

156. For smaller orders for replenishing your stock 
from time to time, we shall draw upon you to 90 
days from date of invoice. 

157. Although we are always pleased to open up new 
channels of business, we should strongly advise 
you to draw your supply of dry goods from some 
points nearer to you. 



158. As we are on the point of transacting some 
important business with them, we should like to 
know exactly how their credit stands. 

159. What you will communicate to us, will, you may 
rest assured, go no further. 

160. It would give us great pleasure to render you a 
similar service should an opportunity occur. 

161. I have never had any dealings with him, and am 
anxious, therefore, to ascertain some facts relative 
to his character and responsibility. 

162. Can you furnish me with any information on 
these points, and do you consider him worthy of 
credit? 
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163. Any information you may give me, will, of 
course, be treated as confidential. 

164. I shall, therefore, be greatly obliged, if you will 
advise me confidentially respecting their pecuniary 
resources, their mode of doing business, and the 
general reputation they enjoy among your neigh- 
bours and correspondents. 

165. If reports in circulation are to be believed they 
have launched lately in risky speculations, 

166. We have been assured that they are very punctual 
in their payments. 

167. Of his means I am not precisely informed, but of 
his character and habits I can confidently speak 
in the highest terms. 

168. The market is in a very encouraging condition. 

169. The market is in an exceedingly depressed 
condition. 

170. As I have gained some practical experience in 
your line of business, and have a good knowledge 
of English, I think I possess the necessary quali- 
fications for the position. 

171. Salary desired is $1,000 per annum. 

My last engagement terminated a few months 
back in consequence of a severe illness, after 
having been continued for a period of five years. 

172. In reply to your inquiries with regard to Mr. C. 
D., it gives us great pleasure to testify to his 
good character as a gentleman and man of busi- 
ness. 
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173. Finding that Mr. Y. C. is an applicant for a 
situation in your house, I beg to say that during 
the two years he was in my employ I had every 
reason to approve highly of his character and 
service. 

174. He was employed by us in the capacity of sales- 
man for six years, during which time we found 
him invariably discharging his duties with skill 
and ability. 

175. Should any further particulars regarding Mr. A. 
B. be required, the same will be gladly furnished 
on application. 

* m m ■*£ J* n * $ M fflc tfn m & & h % *?. m 
% m *l & m m *o. & n ® #° *§ t* t m z i$. m 
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APPENDIX A 

Abbreviations used in Commercial Correspondence 

w m m m m. 

Al = first class, M ^o 

® = at, # 

a a.r. = against all risks, J£l Eft 7f g| 

A/c= account, ijig g 

A/C = account current, g£ 7jC J^ 

ad lib- = ad libitum, at pleasure, [§ji ;f£ 

ad val- =ad valorem, according to value, Bg fljf # 

advt. = advertisement, $? Q, 

aftn. = afternoon, "1* ^p„ 

agt = agent, ft P a 

am =ante meridium, before noon, _h 3 s , 

amt. = amount, |§ fit, 

a/o = account of, ^ A tfc ft,, 

A/S = account sales, ft X K «ft ffi&> 

B/E = bill of exchange, p M, 

B/L = bill of lading, H ^ ® 

bdl= bundle, Jffl G 

bdth = breadth, HU, 

bro.bros. =brother-s, 51 Ife. 

brl- = barrel, fg H Jf 

bt , bght. = bought, p„ 

CA.= chartered account, ffiLffittyfb, 

capt = captain, |Sf i 

C.E. =civil engineer, I $j= 6Hi 
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cent- = centum, a hundred, "§■„ 

cf. or cp. = refer or compare, #; $t 

CH. = custom house, $$ P. 

Co. = company, & rJ 

ci.f. = cost, insurance, and freight, included in prices, 

jk M, # ft, * m quoted, - in # r. 

contr. = contract, ^ |P] 
commn. = commission, M ^ A £ ffl ^t» 
C/n = Credit note, ft g. 
CO.D. =Cash on delivery, « £ij & fCo 
contg = containing, "H^So 
c/o=careof, KWlM ^ 
Cge.pd. =carriage paid, $ H EL !So 
cr- = credit or creditor, gfc # ; ft ± 
cum div. = with dividend, $ KJ&ffiftCUfciSRMJK! 
^If.SlI^lIf.HEx dividend). 

cub. = cubic, yL # 

ctge. = cartage, ^ J| 8 

currt = current, j^ a/c f£„ 

cwt. = hundred-weight = 1 12 lbs, ® fi- £ fiSf + - $t #), 

consgt- = consignment, filf sE £, H «$?» 

c/s = case, $g 

dept. = department, M, Jjfr, §&„ 

d/d = days after date, & 3= SR $ 5g T B, 

d/s =days after sight, af^ffR, 

deld. or dd. = delivered, 3£#„ 

dely= delivery, 3c#, 

disct = discount, $J? til. 

divd. = dividend, flS ,§., 
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dks.= docks, flSi,i„ 

D/n=debit note, fi $ tff !$ R £ @ fi % 7 4? £ $. 

doz. =dozen, ^JH + -#« — *r,«lift^ 

dols. = dollars, # i£ 

D/o= delivery order, f| ft |g 

dpth. =depth, as, ©o 

Dr. = debit or debtor, %\ &,p, 

do. = ditto, IS] Jt„ 

E.E. = errors excepted, H ^ *g fl£„ 

E. & O.E. = errors and omissions excepted, gg $g jj| $j| 

*B3*1£ (ft SB *£«**«* ££,*!#« 

etc, =et. cetera, and others or the rest, ^ ft£ 

e.g. =exempli gratia, for example, ff #n<, 

enclo-s = Enclosure-s, A M £ WO ', €1 Ho 

ex.=exS.S. New York=from S.S. New York, ft® 

ex.div. =ex dividend, j^ M mf o 

exp. = express, ^ ft •& 3? 

fa.a.=free of all average, ft jg ffi ft % M B,» H tt *T 

***£*» ft *&£*f»*m«,#iBfo« 

ff 3RJB. 
fol. = folio. 

folg. = following, ^ £ 8 

f.O.b. =free on board, ^ ft fK' ffi B , IB ft M & K =fc SS 

f 0.r. -free on rail, *g ft fl| ]fff B ,ffl ft ffi * K * 3 £J 



130 A GUIDE TO LETTER WRITING 

fl.=florin, £H«flKft— ffl^). 

fr. = franc, \% 6[5 (SB*ff.<t A»±?). 

free case =no charge for case, jg= ^1 & Ho 

ft -foot, Ko 

grs =grains or gross, Ji (^ |I| §j M. 2. # ®0 J i2 fl* 

(Hra + rafio. 

hhd. = hogshead, & H fc * £ (fi * + H B80 l«l). 

HP. = Horse power, M| ^J 

hrs. = Hours, 1$ Ho 

I.O.U. = Ioweyou, JJfc $ ffi 4* ^,« * 3£l# £ JB £,IP 

i.e., id est = that is, ip 
id. =the same, fP] ^ 
inst- = instant, present month, ;£. /J„ 
in. = inch, PJ, ^ -*f 
inv- = invoice, @2 H 1L 
I.H.P. = indicated horse power, Jf M| ~J] B 
I/o = inspecting order, $ S & ■fo, 

jnr. =junior, /J? (#n 5: Junior clerk |£ H |2, 3C in John 
D. Brown, jnr., M « ^ fil * ffl * - ^. fit M 

kio. = kiio, Wh ft a * (£■ * - » * ra # 2 --). 

kild = kilderkin, /> ft (flB g + A !* *»). 

Ltd. = limited, ^ P&, 

lugg. train = goods train, ^ ^ 

lgth. = length, j|„ 

lb. = pound, $&$k 

lit -litre, ft, II (8 Hi*) 
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1/c = letter of credit, VLWO& (fa W'm &&& &&& 

fr, ffi Zi m « m m, m & w ^ - m, 3c z, m 
a m ^, *r jsm m m. m m t). 

It -light, a (« Si am); «. 

max. = maximum, Mi&Mo 
med. = medium, »t» R|J ; tf» f£ o 

Messrs. = Messieurs, :ff ^ ;£ $$ o 

m/d = months after date, Sji^^^H^^^^^, 

mfg=mauufacturing, $} *§„ 

mfr. = manufacturer, M 31 :#„ 

mixt. = mixed, 2&$|, 

Mks. = marks, §| $§„ 

MM. -Messieurs, & X *f ft 2. W !H. 

MSS- = manuscripts, ^§ >jc 3 

m/s= months after sight, IMllfcl 0|Eigf fl, 

mos. = months, /l (^ f$) 

min. =mininnun, ^;J» flfc, 

nem. con = no one objecting, $fe X fc Mo 

nom- cap. = nominal capital, /Jl^k, 

N.B. = Nota bene, take note, J^^st, 

No. = number, $& ffc, 

n/=ncar, $£, 

0. = order, MM^o 

0/a = on account, g& 

0/d = on demand, j| HIP # 8 

0/0= order of, ^ « ^ 

% =per cent, # — "gf 

o/s = out of stock, H H, 

oz. = ounces, "^ Kb, 
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p.c.= post card, ft fi% 

pel. *= parcel, £1 #„ 

per ann. = per annum, # ££„ 

per pro. = per procuration. M ft (M 0U in 3£ ft £ ^ 

^ a ,4* it is «p .^ ft # * f a , 5f a ft * ft £ 

£ «,ld K m U ** » £ Wf.ft £ £ f j.Jn ft r. 

*§=> ffil @ H 3£ £ M T, S: in per pro. Jardine, 
Matheson & Co. J. K. Garfield, # M BJ M ft IS 

ft £ £ # m m 

pro tern = for the time being, f!f f^ 

pp. = pages, %HL 

pro = for, ft;$ ■ 

prox. = proximo, T ^o 

P.O. =postal order, & JD IB 9. 

p.m. =post meridium, afternoon, ^ $£„ 

P"P. =parcel post, Q, ^„ 

P. S.= Postscript, H^- 

P.T.O. = please turn over, I|||fE 

P.N. = promissory note, 3$ j£ 

P. & L. = profit and loss, ^ & & Jl5. 

qal.= quality, I$jSJ 

re, in re = in the matter of, g J* 

reed. =• received, ^1$: 

refce= reference, ^§ 

recpt.=receipt, Ijfc (&, 

retd. = returned, f| O 

regd. = registered, #H 

K.P. = reply paid, fc m * B # fc 



APPENDIX A 133 

R.S.V-P. = Please reply (respondez s'il vous plait), tfc 

it* (SSttiffi). 
sec. = secretary, ^* §| j^ 
senr. = senior, m SS; H Mo 
s. or Sh. = shilling, %ft (M M « Iff). 
str.= steamer, H fe 
ss. or S/s = steamship, fife 
S.N. -Shipping Note, £ » $ & & £ f £ ft" A tl 2 

sq.ft. = square foot, ;# R 

stg.= sterling, $ft*& 

subs. cap. = subscribed capital, & H /j£ #„ 

T.L.O. -total loss only, fi*;2:i»»;*fi«5fe*ft 

tgm = telegram, fltfU. 

ult. = ultimo, _fc.,J3 

U.S.A. = United States of America, §| |1$, 

viz. = namely, t\i {&= 

yd. = yard, ftf., 

yr.=year ^, 
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APPENDIX B 

Rules for the Accurate Construction of Sentences 

& x m. *j & 

1. A. verb must agree with its subject in number and 
person. 

2. A collective noun used as the subject of a sentence 
takes a singular verb, when regarded as singular, 
and a plural verb when regarded as plural. 

The United States is represented in Peking by the Hon. W. W. 

RockhiU. (Singular.) 
The United States differ from one another in area. (Plural.) 

3. Phrases used as subjects must be construed by 
sense like collective nouns. If a subject, plural in 
form, is understood as singular in meaning, a 
singular verb should be used. 

Three years seems like a lifetime. 

4. When the subject and the predicate-attribute are 

of different numbers, the verb, should, in general, 

agree with the subject. 

The most beautiful feature in the landscape was the purple 
hills. 

5. A singular subject followed by additions and 
comparisons connected with the main subject by 
as well as, including, like, no less than, with, etc., 
usually takes a singular verb. 

English composition, as well as music and painting, belongs 

to the fine arts. 
The professor, with all the members of his geology class, was 

ready to start to the quarry. 
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6. When the subject is modified by a prepositional 
phrase, do not take the object of the preposition 
for the subject. 

A line of carriages, decorated with roses, was winding in and 
out among the trees. 

7. The verb be, in all its forms, takes the same case 
after it as before it. 

I know it to be him. I know it is he If you were he, you 
would go. 

8. Singular nouns joined by and require a plural verb. 

The evening and the morning were the first day. 

9. Each, every, anybody, nobody, many a, either, and 
neither, take a singular verb. 

Each of the officers was highly complimented. 
Is either of you going to town ? 

10. Singular subjects joined by or or nor, require a 
singular verb. 

His older brother or his chum is to be invited. 

11. When the subjects joined by or or nor are of 
different numbers: 

(a) Use, where possible, a form of the verb which 

is the same for either number ; 

(b) Change the construction of the sentence ; 

(c) Make the verb agree with the nearest subject. 

12. No verb should be omitted, unless it is in the same 
form as a corresponding verb that is expressed. 

Incorrect : You were praised ; I, blamed. 
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13. Two subjects, one positive and one negative, if of 
different numbers, should be followed by a verb 
agreeing with the positive. 

It is they, not their brother, that deserve to bt blamed. 

14. Before kind and sort, use the singular demonstra- 
tive this and that; before the plural of these words 
use the plural demonstratives. 

I like that kind of child. I like those kinds of children. 

N.B. Never insert the article a in a phrase depending on 
kind or sort. 

15. Make pronouns and their antecedents agree in 
number. 

Each of us has his good qualities. 

16. Who and whom should be carefully distinguished 
in asking questions, and in other constructions. 

Whom did you refer to? Who did you think he was? 

17. Make the antecedent of a pronoun prominent 
enough to be readily identified. 

18. When the antecedent is a clause, it must generally 
be referred ' to by more than a mere pronominal 
word. 

When an American book is published in England, the fact 
(better than it) is heralded. 

19. To avoid ambiguity, place the antecedent as near 
as possible to the word referring to it. 

20. When proximity is not possible, put the anteced- 
ent in a prominent grammatical position. 
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21. The relatives who and which are used in explana- 
tory, descriptive, and non-restrictive relative 
clauses ; that is used in relative clauses restricting 
the meaning or application of the antecedent. 

The countries that border on the ocean are fertile. 

22. When anybody, anyone, every one, nobo&y, and 
one are used as antecedents, the masculine singular 
of a personal pronoun is often used 

Everybody knows that he should be right. 

The antecedent one, however, is better referred to 
by the pronoun one than he. 

One should be particular about one's friends. 

23. Avoid the use of and which and but which when 

not preceded by a relative clause. 

Incorrect: To the west extends a valley bordered by hills and 
which is dotted by thrifty farms. 

24. Avoid wrong correlative conjunctions. 
The correct correlatives are : 

Not only but. 

Not only but also 

Either or 

Neither nor. 

25. Use the comparative degree of adjectives or adverbs 

when the comparison is confined to two objects, 

and the superlative, when more than two objects 

are compared. 

N.B. The adverb like should never be used to denote com- 
parison in place of as. He writes like you do, should be, 
He writes as you do ; or, His writing is like yours. 
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26. An adverb should be placed as near the word it 
modifies as possible. 

27. Do not place a modifier between the infinitive sign 

to and the verb in the infinitive mood. It should 

be placed either before or after the infinitive. 

He desires to completely exonerate Ins friend, should be, He 
desires completely to exonerate his friend. 

N.B. The infinitive sign to is often omitted after bid. dare, 
let, feel, need, help, make, see and a few other verbs. 

28. Use the present tense to express general and uni- 
versal truths. 

29. A past action previous to the main action is ex- 
pressed with the auxiliary had. 

30. For simple futurity, use shall in the first person, 
will in the second and third persons ; for deter- 
mination, command, willingness, vice versa. 

I shall go to-morrow (simple future). 
I will go to-morrow (determination). 
He will go to-morrow (simple future). 
You shall go to-morrow (command). 

Should is governed by the same rule as shall, and 

would by the same rule as will. 

31. Select the tenses of dependent clauses and infini- 
tives according to their relation to the principal 
tense. 

Incorrect : I replied that it will give me pleasure. 
Correct: I replied that it would give me pleasure, or, Ire- 
plied, '•' It will give me pleasure. ' ' 

32. In conditional clauses use (a) the indicative mood 
when the condition is assumed as a fact, (b) the 
subjunctive when the condition is doubtful. 
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If it is not raining, I intend to go. 
Even if it be raining, I hope to go. 

33. The present subjunctive is used to express a future 
contingency. 

34. The past subjunctive is used: (a) to express a 
supposition implying the contrary; (b) to express 
a mere supposition with indefinite time ; (c) to 

express a wish or desire. 

Even were I disposed to go, I could not. 
Unless I were ready, I should refuse. 
I wish I were going. 

35. Verbs of doing take the adverb ; verbs of seeming 

and being take the adjective. 

She looks beautiful. 

I feel well. 

The cake tastes good. 
N.B. Never use good for well in speaking of one's health 
after the verb feel. 
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APPENDIX C 
Words often misused 

% m n m ?< 

"A" should be repeated for every individual. "A 
black and white horse," means one horse, "A black 
and a white horse," means two. "A" is not required 
after kind. Say " what kind of book," not "what kind 
of a book." 

Ability, Capacity. — He has ability to do some- 
thing, capacity to receive knowledge. 

Acceptance, Acceptation. — "Acceptance" used 
of a gift, "Acceptation" of the sense in which a word 
or the like is used. 

Affect, Effect. — He is affected by the disease, but 
the medicine effects a cure. 

Afraid. — I fear I can't go, not "lam afraid I 
can't." 

Among, Between. — We say "Between two," 
"Among several." 

An. — Properly used before aspirated h only when 
the accent is on a following syllable. Say " a hero, " 
"a history," but "an historical event." 

Anybody else's. — Idiomatic, and preferred to 
anybody's else. 

Apt. — He may be "apt" in his lessons, but 
"likely" or "liable" to get into trouble, not " apt" to 
get into trouble. 
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Arise, Rise. — Use arise in a figurative sense, as 
" Trouble arose," while " rise " is used for actual rising, 
as "The sun rose." 

As, So.— Say " He is as good as I," but " He is not 
so well known as I r.m" — "as," in affirmative sen- 
tences, "so," in negative. 

Assay, Essay.— We "assay " ore to find out exactly 

how much gold it contains, but "essay " or attempt any 

task. 

As though.— Idiomatic, for "as if." 

At, In. — We "arrive at" a point or small place, 

but "in" a country or large city. Also we "live at" 

a small town, but " in " a city. 

Avenge, Revenge. — We "avenge" wrong done 
to others, "revenge" wrong done to ourselves. 

Beside, Besides. — "Beside" means by the side 
of, "besides" means in addition to. 

Both, And. — Be sure they connect the right words. 
"He likes both tea and coffee," not " He both likes tea 
and coffee." 

Bring, Fetch, Carry. — We "bring to," "carry- 
away " and "fetch " (go to bring). 

By. — A thing is said to be done "by" a person 
"with" an instrument. "The house was filled with 
people," not " by." " I know of a man of 'the name of 
Brown," if that is his real name, but "by the name of 
Brown," if that is not his real name, though you may 
know him by that name. 
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Compare with, Compare to —When we compare 
one thing with another we note the points of likeness 
and difference. We compare one thing to another when 
we wish to show that the first is like the second, as in 
"He compared the earth to an apple whirling on a 
knitting needle. " 

Complement, Compliment. — " Complement," a 
full or complete quantity; "compliment," something 
we pay to those we admire. 

Continual, Continuous. — "Continuous" means 
uninterrupted, "continual" means keeping on even 
though interrupted. 

Corporeal, Corporal. — A "corporal " is the lowest 
army officer, "Corporeal" means pertaining to the 
body; but we speak of " corporal punishment." 

Council, Counsel. — "Council" is a body of persons 
gathered to consult, as the "Privy Council," the 
"Municipal Council," "Counsel ' ' is either advice or a 
person, such as a lawyer, engaged to give advice. 

Despite. — You may do a thing "in spite of," but 
not "in despite of" right; "Despite the opposition, 
the man was elected.' ' 

Die of. — We die of a disease, not "with" or 
"from." 

Differ. -The proper preposition to use after this 
verb is "from " not " to " or "than. " 

Divers, Diverse — " Divers ' ' means several, vari- 
ous; " Diverse, " means very unlike. 
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Dozen.— Use "dozen" for the plural, when a: 
number precedes it, as "three dozen eggs;'* use' 
"dozens" when other words precede, as "several 
dozens of eggs . " 

Each other. — Proper applied to two only, one 
another to- several. 

Either-— One of two. In speaking of several,- use 
"any" or "any one." The same rule applies to 
"neither." 

Emigrant, Immigrant— Anyone that goes out of 
a country is an " emigrant," but one that comes into a 
country is an "immigrant." 

Enclose, Inclose. — "Inclose" is preferred now. 

Every. — Each or all taken separately, constituting 
a subject singular. 

Expect. — Improper to say "I expect he did it," 
for one cannot expect backward. Say "I suspect he 
did it " or "I expect him." 

Farther, Further. — Better distinguish by using 
"farther" of distance, as "He went farther;" and 
farther in the sense of something additional, as "He 
said nothing further." 

Financial. — Distinguish carefully from "pecuni- 
ary ' ' "monetary," etc. Use "financial ' ' only of large 
money systems. Say "it was a pecuniary obligation " 
(hat "financial "). 

Friend, Acquaintance. — " Friends " are few, dis- 
covered only in time of need ;"• "Acquaintances " are 
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many, and this is usually the right word to apply to the 
persons one knows. 

Graduated.— Better to say "was graduated at a 
school ' ' than " He graduated at a school." 

Had better.— Idiomatic, as " you had better do it." 

Human, Humane. — Whatever pertains to mankind 
is "human," but a "humane " person is compassionate. 

Iced cream. — "Ice-cream" is condemned. So is 
"Ice-water." 

In, Into.—" Into " denotes motion, " in " rest in a 
place. " I saw him go into the house," not " go in the 
house." It is correct, however, to say "I saw him go 
in, " for " in " here is an adverb. 

In, On. — "An accident happened in the street, ", 
but " I live on Chestnut Street." 

In respect to. — Never say "In respect of." 

In behalf of, On behalf of.— "In behalf of," in 
the interest of ; "On behalf of,' ' in the stead of. 

Its, It's. — " It's is the abbreviation of it is. 

Lady. — "Woman" is to be preferred in ordinary 
cases. 

Lay, Lie. — These are two entirely different verbs, 
though often confused, because the past tense of " lie " is 
" lay." The past tense and past participle of " lay " is 
"laid," the past participle of "lie" is "lain." "Lay" 
must always have an object, "lie" never does. Say, 
" He lies down ; " " He lays the book down ; " " He laid 
the book down ; " "He was laid away in the grave; 'J 
" He has lain all night on the ground.'^ 
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Less. — Do not confuse with fewer. Say "less 
meat,' ' " fewer men." 

Loan, Lend.— "Loan" as a verb should not be 
substituted for "lend." "Lend me a dollar," not 
" Loan me a dollar." 

Look— is followed by an adjective, not an adverb. 
" She looks beautiful, " not "beautifully. " 

Luxurious, Luxuriant. — The first means pertain* 
ing to luxury, the second, rank in growth. We speak 
of "luxurious couch," a "luxuriant garden." 

May, Can. — In asking permission, say "May I 
assist you " not " Can I assist you? " 

Means,— Singular. Say " By this means." 

Mistaken. — "You are mistaken " for "you mis- 
take," idiomatic. 

Neither, Nor. — Be careful where you place the 
first. " He would give us neither oil nor wine" (not 
he neither gives us, etc.) . 

News. — Singular. Say " This news is terrible. M 

None — may be treated as singular or plural, as in 
" None were left, not one." 

Not. — Correlated with "nor," when the negation 
does not properly extend over both objects compared ; 
as " He does not come here, nor do I ever see him,' ' or 
say " He does not give me money or clothes " or "He 
gives me neither money nor clothes." 

No use.— It is better to say "of no use " in such 
a sentence as "It is no use for me to speak to him.'j j 
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Observation, Observance. — An astronomer makes 
an ' ' observation ' ' by looking at the stars but we speak 
of " observance " of law. 

Older, Elder.; — The elder son is older than his 
brother by only one year. 

Only. — Should be placed directly before the word 
it qualifies. Say "He has only five cents left" not 
" He only has five cents left." 

Pair. — Use "pair" for plural when a number 
precedes it, as "Three pair of boots;" use "pairs" 
when other words precede, as " Several pairs of boots." 

Per. — A Iyatin preposition. It is better to say- 
"per capita," "per annum," " per diem," etc., than 
"per head," "per year," "per day." Per yard, per 
barrel, etc. , are, however, in universal use as commercial 
terms. 

Politics. — Singular. Say "Politics is his passion." 

Practicable, Practical. — That which can be done 
is "practicable," and that which is not theoretical is 
" practical," as " a practical man." 

Presented, Introduced. — A man is "presented" to 
his superior but equals are " introduced" to each other. 

Proposal, Proposition.— We make a "proposi- 
tion" for discussion but a "proposal " to do something. 

Railway. — Same as railroad, but preferred by 
Englishmen. 

Remember, Recollect, — We "remember" without 
effort, spontaneously, we "-recollect " by effort.. Say,:- 
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" I do not remember what was said," " I was trying to 
recollect what was said." 

Reverend. — Always say "the Rev. Mr. Blank," 
but " the Rev. George Blank " is correct. 

Ride, Drive. — We "drive" in a carriage but 
" ride " on horseback. 

Science, Art. — The first means "systematic knowl- 
edge," the second, " skill ; " we speak of " the science 
of grammar " and " the art of writing correctly." 

Seem, Appear. — Things "seem" to the mind, 
"appear" to the senses. "He appeared to be all 
right ; " " This seems correct." 

State, Say. — "State" means formally declare. "He 
said he liked golf." " He stated his case to the court.' ' 

The — Like "a," it must be repeated for every 
individual intended. "The Viceroy and Governor of 
Min-Che ' ' means the Viceroy who also acts as governor. 
"The Viceroy and the Governor of Min-Che" means 
two persons. 

Toward, Towards. — Interchangeable, though "to- 
ward " is preferred. The same applies to " afterward, " 
"onward," "upward," "forward" "backward," etc. 

Ugly. — In England this word means " not good- 
looking ' ' only ; in America, it also means ' ' bad-tem- 
pered " or " vicious." 

Very. — Say "very much pleased," not "very 
pleased." 
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